Philadelphia — scene of this month's NOMA conference 


e@ New benefit trends: catastrophe insurance, variable pensions 


e@ NOMA 37th International Conference plans announced 


@ View all company operations as a whole, AMA speakers urge 
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THE FIRST IN A SERIES FROM IBM 
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Irrevocable factors point to a population of 195 million 
Americans by 1966. And even conservative forecasts 
indicate that they will need at least 40°, more goods 
and services than the country produced in 1955 
Chances are, they will want at least that much more of 
the products or services of your company. 


You can help your company get its share of this grow 

ing market, As electronic data processing plays an ever 

increasing role in helping businesses to grow, manage 

ment looks to you for more of the specific facts that are 
needed for these vital decisions. 


IKM has pioneered the world’s most complete line of 
data processing machines to speed the flow of informa 
tion. During 1955 alone, IBM announced an important 
data processing innovation or improvement every two 


DATA PROCESSING «+ 
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Mt Hr WILL YOUR 
COMPANY | 


ELECTRIC TYPEWRITERS 


weeks! Now ranging from versatile punched card equip 
ment to the most advanced electronic data processing 
machines, IBM systems are providing management 
with more efficient operations, better controls, and more 
timely reports. And every working day, another IBM 
electronic system is delivered. 


To help you answer today’s management questions 
to assist in planning for the future to pave the 
way for growth in step with our expanding economy 
there never was a better time than now to check the 
opportunities IBM offers your company 


- International 
DATA Business Machines 
PROCESSING | Corporation, 


J New York 22, N_Y. 


* TIME EQUIPMENT «+ 


MILITARY PRODUCTS 
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dfones Supply Gom; 


100 Main Street’ 


Mr. Donald #. Sholl 
Sholl Enterprises 
1100 Mann Avenae 
Haddonfield, ". J. 


Dear Mr. Sholl: 


+ mnt te 


= 


order rou 


SA pammee, iday #0 you shoal: 
in your new production ran, 


If there 12 anything further we could do te be 


please let me trow. 


Do you publish your telephone number? 


That makes it easy for out-of-town customers to call you 


These competitive days it’s a good idea to have your telephone 
number on your letterheads, in your advertisements, and on 
business cards, invoices and any other forms that go outside 
your company. 


That way, there’s no question or delay when an out-of- 
town prospect or customer wants to call you. 
You'll find that displaying your “telephone address” pays 


two ways: 


1. It puts you as close to your customer as the telephone 
on his desk —and thereby helps you give him quicker, 
more personal service. 


2. It invites new orders from out-of-town customers —at 
little or no selling cost to you. 
If you're not already using this idea in your company, why 
not start right now? It’s good business. 


LONG DISTANCE RATES ARE LOW 
Here are some examples: 

New York to Philadelphia 

Cleveland to Indianapolis 

Chicago to Pittsburgh . . 

Boston to Detroit. . . . 


San Francisco to 
Washington, D.C. ..... 
These are the daytime Station-to-Station rates for the 


first three minutes. They do not include the 10% federal 
encise tas 


remy 


BELL TELEPHONE SYSTEM f *, 


Call by Number. It's Twice as Fast + 
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. afraid that I'd end up with an elaborate, 
show-window office, with little practical work- 
ability. How mistaken | was—for, from the mo- 
ment | saw the way the Macey-Fowler executives 
approached my problem, | knew that first and 
foremost they had my working efficiency in mind. 


Creating and furnishing executive offices is 
“old hat’’ with Macey-Fowler. Both the large 
corporations and the small business firms will find 
in Macey-Fowler’s vast collection of fine office 
furniture just what is needed for efficient execu- 
tive functioning. May we suggest that when you 
plan new executive offices, or if you need only 
a few filing cabinets or steel desks, you let Macey- 
Fowler submit an estimate? 


BOSTON: 150 CAUSEWAY STREET + Richmond 2-1800 Mac ei Towler NEW YORK: 305 EAST 63rd STREET + TEmpleton 8-5900 
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makes folding a pleasure ! 


Get Pitney-Bowes’ model F H office 
folding machine to fold your bulletins, 
form letters, monthly statements and 


other mail enclosures. Relieve the girls 


in your office of the tiresome job of 


hand folding. Get neater, much more 
accurate folding at much less expense! 

The FH costs less than a typewriter. 
Small, light, it can be carried about 
used anywhere in the office. Doesn't 
require skilled operators. Anyone can 
easily use it. Just move two knobs and 
it’s set for the job, 

Electrically driven, with semi- 


7 


+ ae 
lie s 


Move two knobs on inch scales to fold 
widths wanted —and the FH is ready to go! 


PITNEY-BOWES 
Folding 
Machines 


Originators of the postage meter... 
04 branch offices, with service in 272 cities 
in U.S. and Canada, 


For More Information From Advertisers Use Readers’ 


automatic feed, it can make two folds 
at once...can double fold 8% by II 
sheets up to 5,000 per hour. Folds 
even faster with automatic feed 
(optional at small extra cost). 

The FH can make eight different 
folds, handling sheets of most any 
weight or finish in sizes as small as 3 
by 3 inches and up to 84% by 14 
inches. Even folds sheets stapled 
together, 

Even in small offices, used only 
occasionally, the FH quickly pays its 
way. For a demonstration, call your 
nearest Pitney-Bowes office. Or, send 
the coupon below for a free, 
illustrated booklet. 


The larger Model FM, ES . 
fully automatic, folds 
up to 19,000 sheets .: 
an hour. 


Prrney-Bowes, INc. 

2912 Walnut Street, 

Stamford, Conn. ; 
' 
i 

Send free booklet on Folding Machine to 

Name : 
' 
' 
' 

Address ' 


ee 
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Office equipment makers 

in mergers and sales 

A number of manutacturers of ot 
fice equipment have recently an 
nounced plans involving the purchase 
or sale of related companies. Among 
these are the following: 

The Genera! Binding Corp., of Chi 
cago, manufacturer of plastic binding 
equipment and supplies, has made 
an outright stock purchase of Rex-O- 
Graph, Inc., of Milwaukee, maker of 
ofice duplicating equipment. The 
latter, to be known as the Rex-O-Graph 
Division, will continue to operate from 
its present Milwauke location. 

The L. E. Waterman Pen Co. has 
been acquired by Gruen Industries, 
Inc., of Cincinnati, which was for- 
merly known as the Gruen Watch Co. 
The watch manufacturing operation 
will be conducted as before by the 
Gruen Watch Co., which now be 
comes a division of the parent com 
pany. 

The Friden Calculating Machine 
Co., of San Leandro, Calif., maker of 
adding and calculating machines, is 
moving to acquire Commercial Con 
trols Corp., of Rochester, N. Y., 
maker of Flexowriters, Justowriters, 
mailroom equipment, etc. 

Burroughs Corp., producer of add- 
ing, calculating, and accounting ma 
chines and electronic equipment, has 
announced plans to acquire Electrodata 
Corp., of Pasadena, Calif., manufac: 
turer of electronic data processing sys 
tems. 

Following the recent acquisition of 
the Mitchell Mfg. Co. by the Cory 
Corp., Mitchell has sold its electronics 
division to Esco Electronics, Inc., and 
its lighting division to Compco Corp. 
both of Chicago. These companies 
will continue to manufacture and 
market the Mitchell lines under Mit 
chell’s brand name. Mitchell will now 
concentrate on the manufacture of air 
conditioning equipment. 

Sunroc Corp., of Glen Riddle, Pa., 
maker of water coolers, has acquired 
P. O. Moore, Inc., manufacturer of 
TelKee key control systems. Moore 
will operate as a wholly-owned subsid 
lary. 


New office buildings 
announced 
The boom in new office buildings 
continues. Among the plans recently 
announced are the following: 


(To page 8) 
OFFICE MANAGEMENT 
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Here's an innovation that makes ordinary pay- 
roll methods old-fashioned. All you do is write 
the McBee Tab Poster does the rest. In three 
quick, easy steps. With fingertip contro] and 
accuracy. THE McBEE COMPANY, ATHENS, OHIO 


DIVISION OF ROYAL MCBEE CORPORATION 
All payroll records are posted in one writing OFFICES IN PRINCIPAL CITIES 


and on one fixed line. In Canada: The Mciiee Company, Ltd., 179 Hartley Drive, Toronto 16, Ontario 


Equally adaptable to weekly payrolls number- 
ing thousands, or to semi-monthly payrolls of 
less than fifty. And personnel is so easily trained. 


To Tab Poster, The McBee Compeny, Athens, Ohio 
Please send me information on The Meee Tab Poster 


NAME 
The nearby McBee man will be glad to demon- 
strate the Tab Poster's exclusive advantages. vee 


Phone him, or send us the coupon below. ADDRESS crTy 


ZONE STATE. NO. OF EMPLOYEES 
a - - Mio can 
$6 50 Forms — in stock or print —, 


ed to your order — extra 


For More information From Advertisers Use Readers’ inquiry Coupon on Lest Page 
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ONE OF © ADVANTAGES OF THIS NEW WONDER-WEARING WOOD OFFICE FURNITURE 


Striking duo-tone colors... sizes. designs for space-saving combinations for business... professional and institutionol use. 


woop so 
SPLINTER- 
PROOF IT'S 


Free nylons to any gal who gets a ‘‘run”’ from her Morval 
desk! Foolhardy guarantee? Not on your life! Reason 
splinter-proof ‘‘densified’’ kneeposts — one of many reasons 
Morval is your finest value in office furniture — wood or steel! 
Other reasons — Morval's Duratop, the first non-glare desk 
top that coffee, lipstick, ink or carbon paper won't stain 
‘welded wood"’ desks that won't warp or shimmy com 
pact, efficient designs. Best of all, this is wood—with the 
character and comfort wood alone can give you. For liter 
ature, see your Morval dealer, or write today — Morval 
Corporation, Dept. T-3, Herkimer, New York. A divisidn of 
Standard Furniture Company 


OFFICE 


ag, 
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FURNITURE 


The Chase Manhattan Bank, of 
New York, will build a sixty-story of- 
fice building in the financial district 
of New York City, to be completed 
in three years. The new skyscraper 
will contain 1,700,000 square feet of 
office space, of which the bank expects 
to occupy 1,000,000. The building 
will ultimately be surrounded by a 
plaza, which will be finished about 
two years after completion of the new 
building. 

Acme Steel Co. has begun construc- 
tion of a $1,500,000 office building in 
Riverdale, Ill., adjacent to the com- 
pany’s executive offices on 134th St. 
The structure will provide 90,000 
square feet of space. It will house 
about 350 office workers and will per- 
mit consolidation of all operations in 
Riverdale. The building is scheduled 
for occupancy late this year. 

Alan Wood Steel Co. is planning the 
construction of a three-story wing to 
its ofices in Conshohocken, Pa., pro- 
viding 35,000 additional square feet of 
office space, 

IBM World Trade Corp., New York, 
has broken ground for an eleven-story 
building on United Nations Plaza, to 
provide headquarters for IBM opera 
tions outside the United States. The 
building will contain about 66,000 
square teet of office space. Harrison 
and Abramovitz are the architects. 
IBM, the parent company, has mean- 
while announced that Eero Saarinen 
has been engaged to design the com- 
pany’s new $8,000,000 plant in Ro 
chester, Minn. 

Pitney-Bowes, Inc., Stamford, Conn., 
manufacturer of postage metering ma- 
chines and other mailroom equipment, 
has announced plans to add 200,000 
square feet to its main plant and home 
ofices. The program is expected to 
cost $3,000,000 and will take two years 
to complete. 


AMA holds first Canadian 
business seminars 

The American Management Associa 
tion, 1515 Broadway, New York, con 
ducted thirteen three-day seminars in 
Toronto last month, the first) AMA 
educational meetings to be scheduled 
outside the United States. Orientation 
seminars covered electronic data pro 
cessing, marketing research, and other 
subjects. Ten workshop seminars were 
devoted to the functions of the finan- 
cial executive, the accounting func- 
tion, the credit function, purchasing, 
and other topics. 
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THE MIGHTIEST 


The Comptometer doesn’t do every fig- 
ure job business calls for. But it does 
so many jobs so much better, it is in 
demand practically everywhere. That's 
the reason Comptometer has accumu- 
lated more business experience and 
more office seniority than any other 
adding-calculating machine. 
Operators like the operating ease 
and, from results, bosses can't help 
rating its efficiency high. Inventive 
engineers gave Comptometer Floating 


MAY 1956 


LITTLE WORKHORSE IN BUSINESS 


Touch, a synonym for operation with- 
out fatigue. Through another Compt- 
ometer first known as Direct Action, 
answers appear instantly in large read- 
able figures. The machine is unfail 
ingly accurate. In case the operator 
does slip. signals are flashed to the 


senses — via sight, sound, touch 


Whether this wondrous little work 
horse can do certain jobs in your office 
better is something you may want to 
work out with the Comptometer rep- 


COMPTOMETER’ 


resentative. If you'd like a demonstra 
tion on your work, call him in. He's in 
the Yellow Pages, or send the coupon 
f 

FELT & TARRANT Mig. Co 


174? Motth Pauline GV  Chwago 77. thine 


Gentioemen Without cost of ottigation 
1 want more information about the new Comptometet 
) Please arrange an office demonstration 
Please arfange tor a tree office trial 


Nome 
Comuany 
Adtres 


City lone Mate ‘ 
' 
Other product, COMPTOMELTER® DICTATION MACHING 
10 Key COMPTOGRAPH CALCULATING ADDING MACHINE 
{ Offices in pringipal cities and throwghout the world 
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*Automated Data Processing 


A business any size can use ADP... to speed operations, or improve efficiency, or 
tighten control, balance inventory, know its operations better or make decisions based 
on up-to-the-minute conditions. Whatever the need, and whatever machines are used, Moore 
forms are an important part of the system. When putting in automation, forms design and 
construction play an important part in system planning, because sound principles applied 
then show results in efficiency and economy. Moore manufactures forms only and not A D P 
machines. It brings any company the automation it needs to do its work best, regardless of 


size or number of transactions. This improvement can be applied all at once or in planned 


stages to reach the goal gradually. 


A DP is Moore’s term meaning AUTOMATED DaTA PROCESSING. 
It is greater efficiency... speedier processing of information 
...continuous operation. It uses automatic machines where 
companies need them to facilitate transactions in great bulk. The 
smaller company may need only a simple system, with minimum 
equipment, for purchasing, invoicing, shipping or collecting. 
ADP will meet any requirement. 


The Moore representative knows automation and has the great 
advantage of ‘composite’ experience in helping to design mony 
systems. Behind him are the resources and wide experience 
of the largest, most versatile focturer of busi forms. 
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A complicated system becomes simple—and swift 


ADP helps a company speed customer orders through branch, office, plant. 
Moore forms take information at every point where needed. 


——— 
Location #1 


| 950 miles away 


- 


645 miles away 


Sales Office Customer acknowledgment is Production Control The information comes Plants The incoming wire punches Tape #4 
made and the salesman's order typed on 4 in on machines that also punch Tape #2. Sched The plants use it to automatically type master 
part Moore forms. The machine punches the ule dates are added on automatically typed 13 orders for plant copies. This furnishes instruc 
information in Tape #1, and it is wired to. part Moore orders, punching Tape #3 for tions to start producing the customers’ orders 


Down the Hall 


450 miles away 


ie. 


Top Floor 


i hep 


Main Office Meanwhile, duplicates of Tape Machine Accounting Tape “5 feeds the soles The Decision Makers Now sales figures ore 
#3 have been received and will be used to pre and shipment figures into cord punches. The up-to-the-minute. Decisions ore based on com 
pore customer invoices, on Moore forms. A by- punched cards are put through electronic equip pany conditions today, not yesterday or last 


product is Tape #5 containing selective data. ment for analyses of sales and other reports month. Such control was never possible before 


Moore forms are the heart of the system...they deliver the A DP benefits 


They take the information where Moore forms, of every kind and 
it’s needed. Now orders are ac- description, are designed to fit 
knowledged immediately and filled any business system, even a sim 
the same day in most cases. ple operation. Any company, 
Accuracy has become the rule. large or small, can enjoy ADP 
Specifications are right and de- benefits like those above and can 
scriptions detailed, with errors in start by calling the Moore man 
transmitting now practically non- in. He's in the Classified or can 
4-part 13-part Pro- existent. Management knows be reached by writing the near 
Order Form duction Order Invoice what’s going on and has control. est Moore office, below. 


MOORE BUSINESS FORMS 


NIAGARA FALLS, N. Y¥.* DENTON, TEXAS + EMERYVILLE, CALIFORNIA 


Since 1882 the world’s largest manufacturer of business forms and systems. 
Over 300 offices and factories across U.S, and Canada 
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now XEROGRAPHY 


cuts duplicating costs °70,000 a year 
at UNITED FueLt Gas Co. 


CHARLESTON, W. VA. 


ddad tg enaaagediee 
: ageagaaens 


SPEEDS PAPERWORK 
More than 80,000 offset paper masters prepared last year! 


Fast and efficient communications between departments 
play a lead role at United Fuel Gas Co, and its Columbia 
Gas System affiliates with headquarters in Charleston, W. 
Va. When companies grow as rapidly as these have in 
recent years to meet the enormous demand for natural gas, 
the circulation of important documents demands increasing 
priority. 

lo meet the accelerated requirements of paper duplica 
tion work, United installed XMeroX 


three years ago. Today, says a Company official, if it were 


copying equipment 


not for versatile xerography, the utility would have to en- 
large its 11l-person stenographic pool by at least another 
dozen just to kee p pace with present requirements 

While this saving alone amounts to an estimated $30,000 
a year, United is even more impressed at the speed with 
which vital paperwork can be produced. Nearly 20 depart- 
ments rely on xerography for fast, accurate, dependable 
copying of any kind, In one year the service section prepares 
more than 80,000 offset paper masters by xerography at an 
indicated saving of at least another $40,000—and two-thirds 
of the original documents have to be enlarged or reduced, a 
simple task by xerography 

Versatile xcrography provides the solution to your copying 
needs, Original copy may be enlarged, reduced, or copied 
same size, Masters may be made from opaque originals or 
from copy on both sides of a sheet Let us show you with 
facts and figures how xerography can cut your duplicating 
costs for all types of paperwork 


Write for ‘proof of performance” folders showing how 
xerography is saving time and thousands of dol- 
lars for companies of all kinds, large and small. 


THE HALOID COMPANY 
56-41X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 


—_ 


a ete 
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DO YOU KNOW... 
Xerography copies onto 
paper masters and 
metal plates for 
OFFSET 
Duplicating 


Copies onto 
translucent inter. 
mediates for 
DIAZO 
Printing 


Copies onto 
masters tor 
SPIRIT 
(and other fluid-type) 
duplicating 


Copies 
HALFTONE 


& LINE 
subjects onto paper 
masters for offset 

duplicating 


uP TO 
EIGHT 


COPIES 
including a paper 
master or translucent 
intermediate can be 
made from one xero- 
graphic exposure 


The fastest, cheapest, most versatile way to make masters for duplicating 


In Short— 


Prepaid dental care developed 
as fringe benefit 

A new plan for providing dental in- 
surance on a group basis has been in 
troduced by Group Health Dental In- 
surance, Inc., of New York. Eighteen 
months after the introduction of its 
first plan, GHDI has modified its 
program; it can now insure payments 
required for correcting dental defects 
existing at the time insurance begins. 
New actuarial studies have shown that 
half of such expenses can be covered 
without increasing the premium. A 
small additional premium, required 
the first year only, allows full cover- 
age. Benefits are provided for clean- 
ing of teeth, X-rays, fillings, oral sur- 
gery, extractions, straightening of 
teeth, treatment of gum diseases, and 
bridgework. At present the plan is 
available only in 17 counties in south- 
ern New York, but GHDI reports 
that similar plans are being developed 
in other parts of the country. 


Office space standards defined 
by American Standards Assn. 

The American Standards Associa- 
tion, Inc., 70 E. 45th St., New York, has 
published a standard for the measure- 
ment of floor space in office buildings. 
The standard sets forth definitions of 
net rentable area, for use when a floor 
is occupied by several tenants, and full 
floor rental area, used when a floor is 
occupied by a single tenant. It further 
designates those areas and _ structural 
features to be included in, and those 
to be excluded from, the computations. 
These definitions were agreed upon 
by owners, contractors, managers, de 
signers, and others concerned, on a 
nation-wide basis. The new standard 
is identified as No. Z65.1-1956, and is 
available from ASA. 


Filmsort sets up department 
for unitized microfilm 

The Filmsort Div., Dexter Folder 
Co., Pear! River, N. Y. has formed a 
new department to handle all services 
in connection with “unitized” micro 
film. The department is equipped to 
handle the mounting of 16 and 35 mm 
microfilm on any standard type of tab- 
ulating, visible, or ordinary file card 
and in any type of jacket. Indexing 
and numbering facilities are also pro 
vided. 
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HILTON HOTELS, world’s leading hotel group, reports: 


“Giving guests the best possible service, in 
every way, is Hilton Hotels Corporation’s 
mdést important aim. As part of this pro- 
gram, we have installed National Systems 
in Hilton and Statler Hotels around the 
world. 

“These Nationals not only help us give 
better service, but it is estimated that, com- 
pared with former methods, they save about 
$843,000 a year, an annual return of about 
133% on the investment. 

“National Accounting Machines at Hilton 
and Statler front-desks keep guests’ ac- 
counts posted up to the minute and ready 
when the guest checks out. These, and our 


other National Accounting Machines, also 
provide our hotels automatically with valu- 
able information from their various depart- 
ments, thus further promoting efficient guest 
service. 

“National Food-Beverage Machines and 
Cash Registers speed service to guests while 
giving firm control that enforces accuracy 
in handling all transactions. And National 
Adding Machines, too, repay their cost 
many times in saving of time and effort.” 


net thew ond Conguet 


HILTON HOTELS CORPORATION 


THE NATIONAL CASH BEGISTER COMPANY, vparron 9, on10 


989 OFFICES IN 94 COUNTRIES 
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HILTON HOTELS IN THE U. 5. 


EASTERN DIVISION—In New York City: 
The Waldorf-Astoria, The Plaza, The New 
Yorker and The Statler. in Washington, 
D. C.; The Statler. in Boston: The Statler, in 
Buffalo: The Statier. in Hartford: The Statler. 


CENTRAL DIVISION-—In Chicago: The 
Conrad Hilton ond The Palmer House, In 
Detroit; The Statler. in Cleveland: The 
Statier. In Columbus: The Deshler Hilton. 
in Dayton, The Dayton Biltmore. in St. 
Louis: The Statler. 


WESTERN DIVISION—Iin Beverly Hille: 
The Beverly Hilton. In Los Angeles: The 
Stotier. In Houston: The Shamrock Hilton. 
in Dallas: The Statler Hilton. In Fort 
Worth: Hilton Hotel. In El Paso: Hilton 
Hotel. In Albuquerque: Hilton Hotel, In 
Chihuchve, Mexico, The Palacie Hilton. 


HILTON INTERNATIONAL 


In Son Juan, Puerto Rico: The Caribe 
Hilton. In Madrid, Spain: The Castellana 
Hilton. ta istanbul, Turkey: The Istanbul 
Hilton. Hilton hotels under construction 
int Mexico City and Acapulco, Mexico; 
Hevana, Cubo; Montrecl, Conede and 
Cairo, Egypt; Under contract in Rome, 
ltaly, and West Berlin, Germany. 


eTRAOE MARE REO UV & FAT OFF 


Wattonal : 
CASH REGISTERS «. ADDING MACHINES 
ACCOUNTING MACHINES 
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FLEXOWRITER: 


AUTOMATIC WRITING MACHINE 
AND 


Punched, Papen Tape... : 


Now you can get rid of all that repetitive typing, o« 
typing, typing that bogs down your oflice pro- a 

cedure! Type letters, invoices, purchase orders, any ‘3 

business form ONCE on the Flexowriter and simul- ~“®"™* |) ; 


taneously a tape containing the data in coded form is 
punched, Flexowriters punch tape as fast as a typist 
can operate the standard electric keyboard. 

This by-product punched tape can then be used to 
operate automatically address plate embossing ma- 
chines, tape-to-card, communications, data processing 
or other office machines for integrated data processing. 
‘This tape—or tape punched by other business machines 
—can also be fed back through the Flexowriter for 
automatic document preparation at the rate of 100 
words per minute. 


FLEXOWRITER PREPARES ALL THESE BUSINESS 
FORMS AUTOMATICALLY 


® Insurance Policies © Waybills © Communications 
® Personnel Records * Sales Orders ® Stock Holders Reports 
® Invoices © Addressing © Production Orders 


* Financial Reports © Purchase Orders © Duplicating Masters 
* Accounts Payable Voucher Checks 


Let us show you how the Flexowriter 
can save money in your office 


COMMERCIAL CONTROLS CORPORATION, DEPT. OM-56 
l.Leighton Ave., Rochester 2, N.Y. 

(CD Send folio “How Flexowriters integrate Data Processing.” 
() | would like to see a FLEXOWRITER demonstration. 

(CD We are interested in FLEXOWRITERS for___ 


phene directory 
weder "'Typewrit- 
ere — Automatic.” 


State 


| 

| 

listed | 
clessified tele. | 
| 

L 
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Employee gifts to colleges 

matched by company 

A plan whereby employees’ personal 
gifts to colleges will be matched by the 
employer has been instituted by Warner 
Brothers Co., Bridgeport, Conn., man 
ufacturers of women’s wear and other 
products. Cyitts are handled by The 
Warner Fund Incorporated, a charit- 
able foundation established by the 
company. Under the new Educational 
Contribution Plan, an employee may 
make a gift to any accredited private 
college or university he desires and 
the Fund will contribute a like amount, 
not exceeding $500. Employee gifts 
must be personal and must not be 
restricted to any single purpose or 
project; they must instead be given 
tor the purpose ot augmenting the 
university's required capital and gen 
eral operating funds. According to 
the company, “The Directors of the 
Warner Fund took this step because 
of their belief that American business 
has a stake in the maintenance, support 
and inprovement ot private education- 
al facilities, and that this responsibility 
extends not only to the larger cor 
porations but to the smaller compan 
ies, such as Warner Brothers, as well.” 


New records group meets 
in New York 

The newly formed Association of 
Records Executives and Administrators 
held its second meeting in New York 
on April 25th. Maxwell G. McKnight, 
Records Administrator, Standard 
Vacuum Oil Co., discussed “Practical 
Applications of Records Management.” 

The new organization is composed 
of records administrators and executives 
above the supervisory level. Its of 
ficers include: president, A. A. Deter, 
Linde Air Products Co.; vice presi 
dent, Charles H. Wissmann, Socony 
Mobil Oil Co.; secretary, Robert W. 
Humphrey, New York Stock Ex 
change; treasurer, Vincent J. Santo, 
Port of New York Authority. Com 
munications may be addressed to the 
secretary, Robert W. Humphrey, 
New York Stock Exchange, 11 Wall 
St., New York. 

The Association has stated its ob- 
jectives as follows: 

“To promote and foster the im- 
provement of records administration 
through the study, education, research 
and the training of its members. 

“To advance professional knowledge 
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ZATHOF—" A NEW WAY OF LIFE IN THE OFFICE 


Arnot PARTITION-ettes*+ make 
possible a completely new way of life 

in the office for you and your 
employees. Free-standing, completely 
flexible and ideal for big or little 
offices, PARTITION-ettes will help solve 
your space problem economically 

and quickly. 


An Arnot installation is a simple one, 
will not interfere with existing 
lighting, heating or air-conditioning 
facilities, you can always change 
floor plans with ease... and, your 


sissies eee ...PEOPLE ALONE TOGETHER 


they can be in close touch and, 
at the same time, work without 
unnecessary interruption. 


tat Seer: 


‘ 4 erat ga 


See Arnot PARTITION-ettes, Modular el 
Office Furniture and 
OFFICE-ettes+ + at your local office 
furniture dealer. 


von zy = 


ee eee 


AETNA STEEL PRODUCTS CORPORATION 
Arnot-Jamestown Division 
730 Fifth Avenue, New York 19, N.Y. 


Name and Position——___________ 


Firm Name 


Address 


City Zone State 
ee 


_ PARTITION-ettes and 


MAY 1956 For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 15 


3 We 
: ia ; 
° i te : a a : 7] ; ; " " . 
>i | | : ff Sern | fs bs iis, 
no ee | ay 
$ ’ ; > A ge ead a Re. 
i > ie Re | 
. : . wes A 
| sw. Oe OC ie | 
a. = 7 re? Ee. ; _— j B 
a. . s b a : 
ie 
together ee at 
| . " , : alee ae 3 
omens 
| \\cirte 
™ aa 
. . oes ll “s , Ring 
ree! ia — et 
° A eM ae 
Po — ? wer a 
| = oe oe oe oe | 
. ° 7 i) : é. ] om ; a 
bi 14 anew ’ | ve? 
\ wor OF - a 
. F pre ba 
, eer GU — y . 
\ |e x 
a — ee i i 
} _ ’ i ak 
ee, Ts | 
a § r |e —z | ~% | 
2) a eal —— = Par ——_ ae he 
“ret cemorme Tresoe wane Thoicewere wnote CurOnT PeTERT é ’ 
eee — 


Kodak introduces the 
at yy the 


THE NEW VERIFAX 


Now ... no need for even the “one-man” 
office to waste hours on retyping, dictation, 
waiting for copies. 
Here —at less than the cost of your office 
typewriter —is a sensational copier 
... that lets you answer much of your mail 
without dictation and typing 
... that speeds your communications with 
customers, agents, vendors —lets you dis- 
patch 5 photo-exact copies of anything in 
1 minute for just 24é each 
Your secretary, too, will enjoy the LOL ingen- 
ious short cuts Verifax copying has brought to 
thousands of offices —for example, shell do an 
all-day retyping job in 20 minutes; bill custom 
ers without retyping, and never have to retype 
when extra carbons are needed 


Nothing short of amazing the way the Signet 


For More Information From Advertisers Use Readers 


ign COPIER...only $148 
X 


takes the work out of your paper work * 
quickly pays for itself. Why even if you elimi- 
nate only one page of typing per day in your 
office (and you'll do much more than this) 
youll be dollars ahead the first year! 


Large companies, too, will hail the new 
Signet. Imagine getting two copiers for less 
than the price of one. And Verifax Copiers . . . 
at that, which use the completely different 
Kodak method and do so many jobs beyond the 
scope of ordinary office-copy equipment. 


Putting a Signet in each department is now 
every bit as practical as having a typewriter at 
each secretary's desk, even if you already have 
a Verifax Copier elsewhere in your company. 


The extra uses you'll find for your own Verifax 
Copier —not to mention the savings in “travel” 
time — write off a Signet’s low cost in a matter 
of months. 
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worlds most versatile copier 
price youd expec 


To pay 


Putting a Signet in each department of 
large companies ends costly travel to du- 
(usually floors away) and 
waiting in line for copies 


plicating room 


See ... feel the difference. Nothing is ever 
left out On Verifax copies, which have the 
“look” and “feel” of letterhead papers . . . 
are easy to read, handle and file 


Signet speeds up your communications 
makes 5 copies in | minute for 2%é each 
. lets vou follow all the short cuts Verifax 


copying has brought to thousands of offices 


Signet gives you all the extras of Verifax copying at lowest cost 


(1) Makes 5 copies in 1 minute for 2'2¢ each. 

| Reproduces legal-size documents, letters, office 
records, news clippings, two-sided tax forms—what 
have you? 


No omissions ... your Verifax copies are photo- 
exact from letterhead to signature. Makes no differ- 
ence if you use pencil or ink. Even spirit duplicator 


copies Can be reproduced, 


Photo-lasting in files. Verifax copies keep their 
legibility through the years . are not affected by 


summer heat or atmospheric changes 

Makes 2-sided copies. Verifax copies can be 
made on both sides of standard copy paper no 
show-through,” either. Copies can also be made 
too 


on pre-printed office forms .. . on film base 


—_———————— MAIL COUPON TODAY————————— 


Get all the facts 


on the Signet 


343 State Street. Roche 


| 
ease 


ter 


Gentlemen 
Free folder describes this remark- 
able $148 copier in detail; gives 


Nan 


EASTMAN KODAK COMPANY 


end free Signet folder 
ind names of near-by dealer 


Makes translucent “white print masters” (for 
use in direct process and blueprint machines) in 
one minute for just 10¢ each 


Makes an offset plate, too, in one minute for 
less than 20¢, when low-cost adapter unit is used. 


Easier to read, handle and file. Verifax copies 
have the “look” and “feel” of durable letterhead 
papers Pure-white nonglossy paper doesn't vlare 
makes reading of contrasty images easy. Notations 


can be made readily in pencil or ink 


Makes copies on card stock big help in pre- 
paring ¢ ustomer and prospe ct lists. le due rs adver- 


tising displays 


No experience required, Anyone in your office 
can make \ ‘ rifax copii S under present room light 


Price yuoted are subject to change without notice 


Busine Photo Methods Division 


N. ¥ 


Short Cuts’ hooklet, 72 
No obligation 


tacts, too, on complete line of Veri 
fax ¢ oplers 


)? 
Also sent free—while supply lasts Position 


Company 


valuable booklet revealing all the 


ingenious short cuts Verifax Copiers Street 


have brought to thousands of offices 
City 


Just mail coupon No obligation 
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We file and find with 
SMEAD’S COLOR CODED 
TELL-I-VISION SYS 


(oc. us. Pat ore 


Modern Business Requires a 
Filing System That Is. . . 
EASY TO LEARN 


a. A minimum of rules to master, 

b. Instructional materials to permit self- 
instruction. 

c. Simple, logical arrangement of guides 
and folders. 


SPEEDY TO OPERATE 


a. Direct filing and finding — without 
resort to cross indexing. 

b. Simple system of sub-divisions. 

ec. Visibility of guides and folder tabs 
for speedy reference. 

d. Color signal system to speed filing 
and finding. 

e. Numbers to guarantee 
back.” 


GROWS AS NEEDED 


a. Easy addition of individual folders. 

b. Ready expansion to additional drawers 
and cabinets. 

¢. Provision for sub-classification to meet 
special needs, such as multi-colored 
folder labels. 


faster “put 


FLEXIBLE 
a. Speedy processing for rowiune matters. 
b. Ready adaptability to meet special 

roblems. 


ce. Provision for both frequent and in- 
frequent correspondence, 

4. Possibilities for simple, effective cross- 
reference. 


SEE YOUR LOCAL STATIONER 
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EAD MANUFACTURING CO., INC. | 


TEM 


How to Select 
a Good Filing System 


Filing CAN BE SIMPLIFIED by careful selec- 


tion of the “right” system. hen you choose 
the filing system to fit your problem, use the 
check lists on the left. 


Smead’s Tell-I-Vision System is the result of 


engineered design based upon a comprehensive 
study of business requirements. 


AND SPECIFY 


Use Readers’ Inquiry Coupon on Last Page 


correspondence and 


and techniques by sharing experiences 
in the records management field. 

“To develop a source of supply of 
records management knowledge from 
which all members can draw. 

“To promote and develop knowledge 
in the 


following various areas of re 


cords forms 
reports manage 


ment, records keeping, business history 


management: control, 


and vital records programs, retention 


practices, records center operations, 


microfilming and other related sub 


yee ts.” 


Coming Events 


British Industries Fair. London, Eng- 
land, April 23-May 4. 


Sponsor: British Industries Fair, Ltd. 


Place: Olympia Hall (for office equip 
ment). 


German Industries Fair. 
Germany, April 29-May 8. 
Sponsor: Deutsche Messe-und Ausstel- 
lungs-A.G. Hannover-Messegelaende, 
West Germany. Place: Fair Grounds. 


AMA Insurance Conference. 
York, May 9-11. 
Sponsor: 


Hannover, 


New 


American Management As- 
sociation, Place: Hotel Roosevelt. 


Indiana Personnel Association Con- 
Lafayette, Ind., May 14-15. 
Purdue University. Place: 
Purdue University. 


ference. 
Sponsor: 


Institute on Electronics in Manage- 
ment. Washington, May 15-18. 

Sponsor: 
Place: 


The American University. 
The American University. 


AMA Personnel 


Conference. New 


| York, May 17-18. 


| sociation. 


| BISI Committee (SPA) Meeting. 


Sponsor: American Management As- 


Place: Hotel Roosevelt. 


Chi- 


| cago, May 17-18. 


Basic Iron and Steel Commit 
tee, Systems and 


Sponsor: 


Procedures Associa 


tion of America. Place: Hotel Bis 
marck. 
| CIA Mid-Western Conference. Day- 


ton, Ohio, May 20-22. 
Sponsor: Controllers Institute of Amer- 
ica. Place: Biltmore Hotel. 


_ NOMA International Conference and 


Exposition. Philadelphia, May 20-24. 
Sponsor: National Office Management 
Association. Places: Benjamin Frank- 
lin Hotel; Convention Hall, Commer- 
cial Museum. 
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SEND FOR FREE SKETCH-BOOK, 
showing o variety of color<oordi- 
nated “Office for Living” plans 
ond furniture designs for execu 
tive, junior executive, secretorial 
end general offices—ct prices 
sxaled accordingly. 


START WITH FURNITURE BY STANDARD 


For the man others follow ~ 


Picture yourself behind the desk. Your modular Continental Executive Furni- 
ture grouping gives you ao rare combination of good taste, efficiency and 
comfort. Report files and communication equipment ore at your fingertips, 
The broad, overhanging desk top provides work and knee space for stoff 
meetings. The handsome Office for Living is a setting in which you will be 
proud to welcome the most importont collers. To picture your office in this or 
a similar color-coordinated Office for Living, look up your Standard dealer in 
the Yellow Pages — or write direct for his name and the free sketchbook 


offered below. The Standard Furniture Company, Herkimer, New York 


he 
¢ = i 
a 


- 
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 & rf d ll da | SINCE 1886, THE WORLD'S LARGEST MAKER OF EXECUTIVE OFFICE FURNITURE WILLIAM 11. SULLIVAN Design 


CONTINENTAL OMEGA EXECUTIVE FURNITURE. CHAIRS, DESK ACCESSORIES 
AND COLOR CONTINUITY PLANS ARE EXCLUSIVE WITH STANDARD DEALERS 
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BORROUGHS 
“CYCLOPS” Swing-Door STORAGE CABINETS 


We have prepared a special, colorful, 4-page piece of literature on the popular “Cyclops” 
Storage Cabinets. It gives all the facts. After you read the outstanding and interesting 
features of the “Cyclops”, we know you will agree it offers everything desired in a 
storage cabinet. Just drop a line to our sales department today. Your request will be 
answered at once. 


of 


iil 


STORAGE 


| Per 


‘al 

| 

| 
T handle jo U| 
does the candi tiaaren 
work of 2 


YOU'LL BE BETTER SATISFIED WITH BORROUGHS PRODUCTS 


1 
a 


Bookcases and Storage Units Sliding Door Storage Cabinets _— Library Shelving Wrap Racks Open Shelf Files Steel Shelving 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


JO36NORTH BURDICK am KALAMAZOO, MICHIGAN 


~y 


emp Plants and other Subsidiaries: (American Metal Products Co.—Detroit, Michigan-—-Union City, Tennessee) (AllianceWare, Inc.—Alliance, Ohio 
Kilgore, Texas--Colton, Colifornia) (General Spring Products, Ltd.—Kitchener, Ontario, Canada) (Tube Reducing Corp.—Wallington, New Jersey) 


Manufacturers of quality products for automobiles, trucks, aircraft, offices, factories, warehouses, and homes. 
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( Continued ) 


IASA Insurance 
York, May 21-23. 
Sponsor: 
Statistical Association. 
New Yorker. 


Conference. New 
Insurance Accounting and 
Place: Hotel 


AMA General Management Confer- 
ence. New York, May 23-25. 
Sponsor: American Management As- 


sociation. Place: Hotel Roose velt. 


Institute on Records Management. 
Washington, June 18-29. 

Sponsors: The American University; 
National Archives and Record Service. 
Place: The American University. 
NACA International Cost Conference. 
Chicago, June 24-28. 

Sponsor: National Association of Cost 
Place Hilton 


Accountants. Conrad 


Hotel. 


NMAA National Convention. Houston, 
June 27-29. 

National Machine Account- 
Place: Shamrock- 


Spon sor 


ants Association. 


Hilton Hotel. 


NSA Convention. 
21. 

Sponsor: National Secretaries Associ- 
tion. Place: Hotel Statler. 


Detroit, July 18- 


Conference on Records Management. 
New York, September 17-18. 

Sponsors: National Records Manage- 
Graduate School 
New 
York 


ment Council, Inc.; 
Administration, 


Place: New 


of Business 
York 


University. 


University. 


AMA Personnel Conference. New 
York, September 17-19. 

Sponsor: American Management As- 
sociation. Place: Hotel Statler. 


AIA Annual Meeting. 
tember 22-27. 
Sponsor: 


Seattle, Sep- 


Institute of Ac- 
countants. Place: Olympic Hotel. 


American 


Conference on Training in Business 
and Industry. Lafayette, Ind., Sep- 
tember 26-28. 

Sponsor: Place: 


Purdue University. 


Purdue University. 


CIA National Conference. New York, 
September 30-October 3. 
Sponsor: Controllers Institute of Amer- 


ica. Place: Waldorf-Astoria Hotel. 


Cincinnati Business Show. Cincinnati, 
October 9-11. 

Sponsor Cincinnati Office & Business 
.quipment Show Committee, Inc. 


Place Hotel 


Sheraton-Gibson. 
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A NEW HIGH in public relations 
techniques lor companies construct 
ing their own buildings has been 
achieved by Seagram Distillers Corp., 
now engaged in erecting an ofhice 
building in New York. Small aper 
tures in the boarded walls surround 
ing building excavations, appropri 
ately labeled for Mama, Papa, Ju 
nior, etc., or for small, medium, and 
large sidewalk superintendents 

these are, of course, commonplace 
in an era when even a large hole 
in the ground can be exploited for 
good will. But Seagram's has add 
ed the luxury touch. No longer need 
the sidewalk supervisory brigade suf 
fer from dust swirling out from the 


cold, dank 


breezes drifting up from the lower 


excavation site, or the 


depths. Seagram’s bows to conven 
tion by providing vantage points at 
varying heights for interested pass 
ersby; adds its own distinctive trace 
mark with protective ple xiglass bub 
bles projecting inward trom every 
opening. The robust, if dealening, 
sound of a building going up, cut 
off by the insulating bubble, is re 
placed by a recorded commentary on 


all that’s on which can be 


yong 


heard once the bystander pokes his 


head into his glassed observation 


post. 


SPECTATOR sports are becoming 


more comfortable every day. 


OF COURSE. some companies take 
an cCasiecr course, Many, nowadays, 
instead of building an office of their 
own, have remembered that hotels, 
in a peacetime economy, do not al 


ways do too well. As a result, we 


have a wave of conversions of hotel 
space to ofhce space. Some notable 
York's 


Astor Hote] has rented se veral of its 


examples: New Sheraton 


floors to the American Management 
Assoc mation, and now serves as that 
organization's headquarters Phila 


Hotel has 


| 
been taken over completely and con 


ce Iphia’s Ritz-Carlton 


verted to an office building by a 


mayor (watch 


insurance company 
for a complete story on the plan 
ning for this conversion in an ¢ arly 
issue of Office Management). New 
York’s Hotel Statler has converted 


a few floors to office space 


GOOD TREND or bad? It prob 
ably depends very much on the 
viewpoint, The next time you're in 
a strange city, and find that the 
hotel reservation you made has un 
fortunately been lost, or that the 
room 


man who's holding your 


didn't check out when he should 
have, your thoughts concerning ho 
tels that house only 


desks, 


ghosts of office gossip during the 


ty} writers, 
office machines, and the 
night hours, will probably be long 
and dark. On the other hand, if 
you re pressed tor othe space your 
self, and there just happens to be a 
hotel in your city which is receptive 


to a long term tenant 


WELL, then, of course, 


changes 


(2 ela) .G a 74. 


hditor 


the pu ture 


Robert Beeman, Managing I:ditor 
Thomas V. Murphy, Editoran-€ hief 
Gevyer-McAllister Publications 


AMA Office Management Conference. 
New York, October 15-17. 
Sponsor: American Management As 


sociation. Place: Hote] Sheraton-Astor. 


National Business Show. New York, 
October 15-19. 

Sponsor: ( fice Executives Association 
of New York (New York Chapter of 
the National Office Management As 
New York Coliseum. 


soviation ). Place: 


SPA International Systems Meeting. 
Philadelphia, October 22-24, 
Sponsor: Systems and Procedures As 


sociation of America. Place: Hotel 


tellevue-Stratford 


IMS Time and 


Management 


Motion Study and 
Clinic. Chicago, Oc- 
tober 31-November 2. 

Management So 


Sherman 


Industria] 


icty Place Hote} 
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New Rich Colors...Styled Custom Tops 
in AGE EXECUTIVE FURNITURE 
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Rich, new executive colors . . . Ebony, Sea Gray and 


B B ‘] Bronze Tan... create an air of dignity, elegance and distinction in your executive 
etter uit for office. New, modern desk top materials, Linoleum, Textolite and Formica in plain 
Better Business colors and patterns. Colorful homespun upholstery fabrics enrich the chairs in 


your executive office. 


The large desk top has more work space and it doubles as a conference area with 
all your data close at hand. ASE executive furniture combines facilities for efficient 
organization, ready accessibility of records, maximum working comfort, impres- 
sive appearance and modern efficiency. 


There's an ASE Dealer 
Neor You 


_ AUL-STERL EQUIPMENT INC. 


Avrora, Illinois 
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For More Information From Advertisers Use Readers’ Inquiry Coupon on Last Page 
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editorial 


We're still growing! 


ONE OF the most spectacular changes ever to come over a big city is being 
brought about by the current demand for modern office space in New York 
Most conspicuous result of this has been the infiltration of Park Avenue 
below 59th Street, formerly mainly residential, by new office buildings 
housing hundreds of firms of national and international reputatien. Others 
are being erected or are about to be. The trend is part of the general expansion 
northward of the Grand Central area. 


A pioneer office along this section of Park Avenue is, of course, famous 
Lever House, Orrick Manacemenr “Office of the Year” award winner 
for 1952. 

The rise in office space construction, paralleled in some degree in prac 
tically every big American city, is indicative of an era when office space 
demand is outstripping plant space demand. Product requirements of war and 
post war have given the nation adequate current production facilities; now 
the emphasis is strongly upon office space, where the control and direction 
of these facilities can best be handled. 

It must be noted that this expansion of office space as such is less 
important than the fact that it provides wider scope for the utilization of 
the modern systems, procedures, and equipment which are so greatly stepping 
up the efficiency of office work. 

From all this new expansion there cannot fail to come a flow of new 
ideas of benefit not merely to the fortunate offices taking over the new space 
but to offices everywhere, large and small, which are certain to share in the 
enrichment of our national stock of information on the best in office plan 


ning, construction, equipment and operation. 


Beddoe, 


New York 
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Deductible feature in catastrophe insurance rules out payment for trivial 
illnesses, makes lower premiums feasible 


Medical catastrophe insurance, variables 


pensions are new benefit trends 


Increasingly, companies are giving employees “major 


medical” protection, pensions tied to cost of living— 


by Robert M. Smith 


Editor, Office Management 


FIVE HUNDRED THOUSAND 
American families have medical bills 
each year which exceed their total in 
come for the year. 

The fixed dollar retirement income 
anticapated by a man who bought an 
nuities in 1921 against his retirement in 
1956 is often today entirely inadequate 
to meet 1956 living expenses. 

Behind these two tacts—with all 
their tragic implications—lies a story 
or two sweeping changes that are 
taking place in the employee welfare 
plans that are so much a part of 
every propressive company’s planning 


today he bedrock of nearly every 


24 


company's fringe benefit program for 
employees has been its provision of 
group insurance for hospital and medi 
cal care, and its pension program 
These were almost the first funda 
mental company benehts offered em 
ployees 

And in these two broad fields of 
employee protection great changes are 
taking place right now, as companies 
try to find ways to help two seriously 
handi apped employes itevories 
The employee who has scrious and 


prolonged illness face him or his fam 


ily. The = retired employee whose 
fixed dollar income, built up by 


pension payments through the years, 
proves completely inadequate when he 
actually gets around to retirement be 
cause inflation has lowered the pur 
chasing power of his dollars. 

The implications of these changes 
are far-reaching. They involve some 
of America’s most potent financial or 
ganizations—leading banks and insur 
ance COM panies in a gigants« corpor 
ate struggle. For the pension and in 
surance funds rapidly being built up 
by American COM panies are mony 
the largest accumulations of capital in 
the country. 

Insurance companies are already 
deeply involved in the catastrophe 
medical insurance field, which they 
were approaching very gingerly only 
a few years ago; a battle is on between 
the country’s largest insurance com 


panies right now as to whether they 
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should provide variable pension plans. 
The critical point here is that variable 
pensions are based on common stock 
investments, and insurance companies 
have traditionally been under strict 


egal limits on the amount of capital 


they could invest in common stock. 


But first, perhaps, a few definitions 


are in order. What is medical catas 


trophe insurance? What is a variable 


pension? 


Long term illnesses covered 
Medi al catastrophe insurance covers 
the extreme expenses caused by long 


term illness. The surgical and medi 


cal plans 


which almost every office 


yroup has now § are completely ace 


' f } y line 
quate lor the average lliness—even 


: 1 
the average serious illness. Sut they 
ire completely inadequate, since they 
limits on 


have strict time hospital 


payments, ind on 


| medical bills, to 


neet the terrific financial drain pre 

' 1 ] 

sented by a iony-term illness. 

This is where medical catastrophe 
, | | 

Mayor medical 


insurance enters 


picture. It reimburses partially the 
continu ny medi il expenses beyond 
the point where the regular slue Cross 
Blue Shield (which general insurance 
companies also have been selling ) type 
of coverage ends. By employing the 
same deductible feature that has made 
automobile 


insurance attractive and 


reasonable in price, the premium rates 


for group major medical insurance 
have been driven to a low enough fig 
ure for many companies and employees 
to feel it is an excellent investment. 

The variable pension plan means ex 
actly what it says. Under a variable 
pension, an employe at retirement does 
not receive a fixed income of so many 
dollars a month. Rather he has an 
equity in a fund—so many units olf 
credit—that entitles him on retire 
ment, to receive the monetary value ol 
a fixed number of units of the fund's 
total worth each month. 

The value of these units varies as 


the cost of living varies—when the 


cost ol living 1S high, the fixed number 
of monthly units is worth a propor 


' | | f | | ] 
onately greater number o neap dol 
' 


when the cost of |i g is low 
fund unit 18 


of more valu 


to the 


oman, entering 
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that would be able to provide him with 
the same number of goods and set 
vices at age 65 that can be purchased 
with $200 today. 

Inflation, which many astute busi 
ness men now visualize as a long range 
trend extending into the foreseeable 
future, is the basic reason for these two 
major developments with all that they 
imply for the entire future of employ 
ee fringe benefits. The basic medical 
plan with which most offices have been 
familar for years—coverage of hospital 
expenses—was born during the de 
pression, and imbued employees with 
the idea of pre-payment of the sud- 
den and crippling costs of an illness 


requiring hospitalization. 


So tar, so good. But in the war 


years, and during the com petition lor 


employees that arose alter the war, 
more and more companies either began 
taking over the entire cost of such 


hospitalization insurance themselves 
| 


or at least shared the burden with 


1 


employees. Surgical plans were devel 


oped. And inflationary pressures be 


‘Major medical” 


where | 


gan forcing up the premium costs 


of these basic medical plans. 

And both plans were inadequate 
protection against the long term ill 
ness—the medical catastrophe that in 
capacitates a worker or a member ot 
his family for months at a tme. 
There was a need here, and it had to be 
met. Insurance companies weighed 
the risk, and approached the writing 
of the first medical catastrophe policies 
Suc h 
guarce d at every point, could obviously 


lead to flagrant abuses 


cautiously plans, if not sate 
tut with the 
institution of the deductible principle, 
under which medical benefits were not 
paid until the insured’s medi al bills 


$100, $300, 


COUP ATE ‘ 


exceeded a certain figure 
$500—and the 


discovery that abuses could be kept 


insuranec 


under control, company alter company 
went into catastrophe insurance, first on 
a group basis, the neven on an individu 


al basis. 
And, apain, driven by the twin pres 
sures of competition tor employees and 


the very real social drive on the part 


ie hospital-surgical plans end. 
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ADVANTAGE OF 


VARIABLE PLAN 


VARIABLE 
PLAN 


|____ COST OF 
A / LIVING 


FIXED 


1955 1965 1975 


INCOME 


of an increasing number of American 
companies to give their employees 
freedom from crippling emergencies, 
more and more companies began add 
ing medical catastrophe insurance to 
the list of benefits. 

At first, most employers simply 
added a major medical plan to an al 
ready existing surgical-medical plan 
for employees. But as the insurance 
companies themselves experimented 
with medical insurance—on the “major 
medical” set up first—and found it 
was good business, they began invading 
a held which up until then had been 
more or less the exclusive province of 
the short-term hospitalization and sur 
gical plans. Insurance companies be 
gan offering to write “comprehensive 
medical plans—in which both the reg 


Blue Cross has moved into the 
field of medical catastrophe in- 
surance through the medium of 
Health Service, Inec., a stock in- 
surance company created and 
owned by the local Blue Cross 
plans. lesued over an existing 
Blue Cross contract, Health Serv- 
ice insurance has a unique fea- 
ture not usually found in major 
medical insurance: it is an “open 
end” plan, so that total allow- 
ances payable for medical catas- 
trophe automatically are renewed 
each year. Thus, an employee 
hospitalized for three years 
under a policy paying a maxi- 
mum of $5,000 for major medi- 
cal expenses would receive $5,- 
000 toward his medical expenses 
in each of the three years. 


26 


ular hospital and surgical benefits of 
fered by Blue Cross and Blue Shield 
are offered, and major medical is also 
covered, alter expenses pass a certain 
point. 

So much for the history of the de 
velopment of “major medical” and 
“comprehensive medical’ insurance. 
Now what does it mean in the average 
company? 


As more and more insurance com 
panies move into the field, they find 
that the two major safeguards es 
tablished—the deductible, and the co 
insurance feature, under which the in 
surance company pays only a fixed per 
centage of the costs of medical expenses 
over and above the deductible, with 
the insured paying the balance—make 
the writing of medical catastrophe in 
surance profitable. Thus it is becom 
ing increasingly easy and inexpensive 
to obtain such insurance on a group 
basis. And, as more and more insur 
ance companies come into the field, 
the possibility of getting all company 
insurance—surgical and hospital, medi 
cal catastrophe, life insurance — from 
one source obviously increases. It has 
increased now to the point where 
Blue Cross-Blue Shield, under pres 
sure of competition by old-line insur 
ance companies offering package “com 
prehensive” programs, is beginning 
to move into the field of catastrophe 
insurance so that it too can offer a 
complete health package. 

The trend in ofhces today across 
the country is definitely toward of 
fering major medical coverage in 
addition to basic medical, surgical 
benefits, and there is a strong trend 
too toward replacing the basic plan 


with a “comprehensive” plan trom 
one source, rather than merely adding 
“major medical” provisions to the ex 
isting basic plan. 

The minimum number of person 
nel which a company must have en 
rolled in a major medical plan to gain 
group rates varies. Perhaps as typical 
as any are the figures set by a major 
insurance company which was neither 
the first nor the last to enter the field. 
The minimum number it will accept 
for group coverage is 50; this figure is 
qualified by a requirement that a 
minimum premium total must reach 
$5000. The insurance company will 
pay 75 per cent of all medical ex 
penses over the deductible up to a 
maximum payment agreed on within 
the terms of the plan. The maximun 
payment may be either $2500, $5000, 
or $10,000. Cost per employee varies 
with the plan adopted, and employee 
contributions (it is recommended that 
the employer pay at least 25 per cent 
of the cost) range from 75 cents a 
month up. 

Medica! catastrophe represents a 
field in which the insurance coverage oi 
workers 1S rapidly being extended to 
day. Pensions represent a field in 
which insured plans are losing ground 
today to trusteed plans in many com 
panies across the nation. The major 
reason: the inflationary pressures which 
have made so many pensions and an 
nuities paying a fixed dollar income 
at retirement entirely inadequate in 
terms of today’s living costs. 

Basically, there are two main types 
of pension plan: 

The insured plan in which a com 
pany, either entirely on its own, or as 
a joint venture with employees, pays 
a certain stated sum per employee each 
year to an insurance company which 
in turn guarantees that employee a 
fixed dollar income for life at retire 
ment. 

The trusteed plan in which the com- 
pany is responsible for depositing with 
a trustee the funds it wishes to in 
vest in a pension plan for its employ 
ees. The trusteed plan does not per 
mit the company ever again to with- 
draw the deposited funds, but it does 
make it possible for the company to 
administer and control the investment 
of those funds. Since many companies 
prefer to have the investment of funds 
handled by the trustee, a large share 
of this type of pension planning has 
been assumed by banks. 


(To page 79) 
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AMA speakers urge 


View company operations ads a whole 


Best systems planning demands that company be regard- 


ed and treated as integrated unit, special office management 


conference group told 


THE GROWING interdependence ot 
all company functions in which changes 
in office procedures can change the 
entire routine of the production lines, 
and the implications of this interde 
pendence for all concerned with office 
administration were underlined again 
and again through the two days of the 
American Management Association 
Special Conference on Systems Plan 
ning and Control, held in New York 
last month. 

The conference, sponsored by the 
Office Management Division of the 
association, was held at the Hotel 
Roosevelt, April 23 and 24. 


The emphasis on the company wide 
nature of systems planning was mad 
in the very first talk on Monday 
morning, April 23, by Melvin L. 
Hurni, Senior Consultant, Operations 
Research & Synthesis, General Electric 
Co. Discussing “Challenge and Risk 
in Systems Design”, Hurni said that 
the most important benefit stemming 
from the research that must precede 
system establishment is that m “pro 
vides for all managers and also key 
individuals within the business the be 
ginnings of a common view of the 
business through which they do their 
particular work, and make their par 


At the beginning of 1955, Office Management stated editorially for 
the first time a belief that had been a growing conviction of its editors 


for some months—that “the office” was emerging from a traditional 


position as a part of the company, an activity necessary, but equal with 


all others, into a new role altogether—the role of a planning head- 


quarters which, in a very real sense, would guide and control all the 


company’s activities—in production, in sales, in distribution, in product 


research. 


We believe the entire trend of business events during the period 


since we first referred to the office as the “nerve center” of company 


operations has borne out this early opinion. We believe that the papers 


presented before the recent special conference of the Office Manage- 


ment Division of the American Management Association reported on 


these pages emphasize «till more strongly this trend, which ix so 


significant to all concerned with office administration, and, beyond 


this group, to American business as a whole. 


The Editors 
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ticular decisions with greater assur 
ance and with greater clarity with re 
spect to the ultimate business results,” 

The foundation of all operations re 
search and synthesis work, the speaker 
said, is a conception of an entire busi 


ness as an integrated system 


System: an engineer's definition 


“I was thinking here of the engi 
neer's idea of a system most particu 
larly the kind of system the electrical 
or communications enyineer learns 
to think with and = about almost 
intuitively,” he declared “A system 
which has describable inputs feeding 
into it on a continuous basis, that has 
certain outputs also capable of de 
scription on a continuous basis—cer 
tain interactions in between that con 
vert inputs to outputs and a system 
ot corrective feedbac ks or measure 
ments from output to various parts 
of the system itself. 

“A man equipped with a know 
ledge of the business and this concept 
knows he must search continually for 
better and more precise descriptions 
ot Input, the interactions, outputs and 
feedbacks than now obtain,” Hurni 
continued. “He knows that when 
such information is available, even 
it piece by piece, a better system can be 
built, and a better understanding ol 
the business can be obtained, In other 
words, he has a reason for search, and 
a knowledge of where to search. He 
also has a knowledge of how to pull 
together to synthesize. 

Not all people agree with this de 
finition, he pointed out, so that the 
first step in establishment of any 
system is a definition of terms just 
what 18 implied when ad COMM pany em 
barks on “systems planning or sys 
tems design.” 
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American love of gadgets, or mechan 
ization for the sake of mechanization, 
he said. 


Mechanization is not enough 


“For example, we are intrigued by 
automation, by sixty-foot long trans 
fer machines, without necessarily not 
ry that automation is a way of think 
ing first that may disclose either that 
the transfer machine is ill-suited or 
not the most economical approach le 
a specihe situation,” he went on. 

Iwo questions that should always be 
borne in mind in considering systems 
design are these, he told the audience 
1. Is a system merely a means for 
routines and 


mechanizing existing 


thereby eliminating clerical work? 
?. Is a system a means tor bringing 
ging 
a clearer vision of the business to those 
who must operate it mechanization 
coming ine rely as a by product? 
\ll too frequently, companies think 
of system design in the first context, 


he maint ined mere mec hanization ol 
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office: to 
bring «a compre- 
hensive picture of 
the business as a 
whole to those 
who must operate 
it. 


routines that may themselves be com 
pletely outdated, and are in many 
Cases inadequate to present manage 
ment needs, 

“All of us spend a lot of money to 
transmit information,” he reminded 
the group. “But how much of the 
information we transmit is really per 
tinent, and how much of it is really 
redundant? How much of it should 
be in inventories—intormation inven 
tories at the sending and receiving 
ends—and not be transmitted at all? 
These are inventories where no one 


cares how low the turnover 


Such “inventories” are possible be 
cause there are large areas of infor 
mation that remain unchanged over 
long periods of time, Hurni told the 
group such as engineering design in 
formation, basic 


planning information. 


costing, and factory 


“There is the problem ol identify 


areas, but this is only a 


ing these 
start,” he went on. “It is also neces 


sary then to structure this information 


in such a manner that we get handles 
for it, means of catalyzing such inven 
tories with only small bits of pertin 
ent information.” 

Such inventories of information 
that does not change rapidly over a 
period of time permit “the impact of 
some specific detail on the whole gen 
eral plan to be seen easily and quickly. 

“Let us assume that we have such 
a logically constructed structure of 
products, for example,” he said. “A 
structure which shows the relation of 
parts to finished models of the product. 
Suppose then that for some reason, 
a shortage of a part or ma 
terial, If the structure is properly de 
signed, it should tell us at a glance 
to which other models we could shift 
without disrupting the flow of work in 
the shop. 

“To mention one more illustration, 
suppose we should receive a request 
to fill a large and unexpected order. 
What can we have before our Sales 
Manager that will tell him what dis 
ruptive impact such an order will or 
will not have at the factory—tell him 
quickly, should he or should he not 
take the order—and now, not three 
hours or three days from now, after 
a competitor has also gotten in the 
picture.” 


This is the challenge—and the op 
portunity before today’s office, he said 
to bring a clear vision of the busi 
ness as a whole to those who must 
operate it, as well as the means to 
help operating management make de 
cisions faster and more accurately. 

“The challenge is not just to me 
chanize,” he declared. 

In designing a system, he said, there 
may be some highly developed rou 
tines which have already been reduced 
to the simplest possible combination 
of steps. There mechanization may be 
sufficient. However, many areas will 
present better opportunities for over 
all revision, 

These areas will benefit from a 
thorough analysis, in order to sim 
plify the basic flow of work, before 
mechanization, he stated. Such re 
affect 


throughout the entire company. 


Visions may work routines 


“An example is the allocation of 
revenue when freight is shipped from 
one location to another over several 
“Should the 


allocation of revenue be on a detailed 


railroads,” he dex lared. 


examination of all waybills or should 


it be on the basis of a sampling of 


waybills. Here again the type of de 
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“The first step in establishment of any system is a definition of terms .. . 


9° 


cision made would have a marked 
effect upon the procedures and on an 
actual mechanized system. In_ fact, 
work 


might well be involved here in the 


a great deal of the systems 
determination of which means of al 
location is in the overall the most 
economical and effective rather than in 
the actual organization of the day-by 
day or week-by-week procedural work 
itself. 

“Another and the last possibility I 
want to cite is, does the system coun 
tenanced include control of the pro 
itself, or is it 


' 
cesses OF a DUSINGESS 


merely some sort of an overriding 


system of historical measurement of 


« result ol the process?” Hurni 
asked. 

If the latter, a Variety ol problems 
must be considered before mechaniza 
tion is attempted, he said. 

‘Is this a process which will be in 
place in its present form over a sufth 
ciently long period of time for the 
particular installation to truly pay for 
“Will it be in place 


long enough to make the commitment 


itself?” he iske d. 


worth while in time and in money 
and in effort? Or should steps be 
taken even now to reach forward to 
a future more economical or a more 
flexible process than now obtains before 
mechanization of the process is con 


templated?” 


As an example of how a system can 
control the processes of a business, 
and effect changes throughout a num 
ber of departments, he cited the case 
of a company which planned to me 
chanize its order service routines, but 
preceded mechanization by an analysis 


ot its present routines. 
Production process affected 


“In this particular business mt had 


been the view for many years that 
each particular customer order and 
each particular model of product had 
identified entire 


to be through the 


factory process,” he explained “ht 
was contemplated that this view of 
incoming orders would be continued 
with the mechanized system and that 
the mechanization would only speed 
up the order service process through the 
fact that the machines that were em 
ployed operated sO rapidly 

“Some basic research into the natur 
of these incoming orders revealed sey 
eral very significant facts. In the 
first place, it was revealed that a real 


possibility existed for aggregating of 


pulling together customer orders for 
individual products so that the actual 
procedures lor handling such custom 
er orders within the shop could be 
completely forgotten except at the very 
start and the very end of the pro 


CESS. All that need be considered 


— 


_ti_. 


Lockheed reorganized its corporate structure as a first step 
toward extending and improving its planning functions . . . 


MAY 1956 


through the shop was the total of 
ders in any given period, tor specie 
models of product. 

“As a consequence, the amount ol 
individual orders going through the 
shop was greatly reduced and all that 
was required with respect to such in 
dividual orders was at the start where 
they were aggregated by specitic models 
of product and at the finish where the 
finished products were now sorted out 
against individual customer order. The 
result was a substantially simpler me 
chanized system than would have ob 
tained it 


this particular tyyx ol re 


search had not been done.” 


Further research showed that sim 
ilar simplification techniques could be 
applied to whe 


procurement ol parts 


and sub-assemblies incorpor ited in the 
finished product 

The danger in systems design that 
INCOrpPor ite the entire companys rou 


tines is that it makes possible the 
centralization of powel and authority 


the speak 


This in turn could lead to re 


in small groups of people,” 
ct said 
sentiment among the great body of 
workers, and also would severely limit 
the potential for developing manager 
ial talent within the company. 

Mr. Hurni suggested as more de 


sirable for “social and ethical con 


sideration” that the reverse approach 
be used, that the new applications of 
overall system ce sign be used to ac 
quaint as many people as possible in 
the company with the total picture of 


the company’s operations. 


“For these reasons, it seems essen 


tial that one of the prerequisites of 
such systems is that they increase 
human vision, that they increase the 
opportunity lor more people to par 
ticipate, and that they provide the 
means by which people may willingly 
and with 


understanding bring their 


own ski to bear upon the total pro 
ccs he ud 


“The basic job and the big payoff 


will be in first discovering simplifying 
proce ‘ thro yl res ich ind then 
using the yster is the bac k up lor 
these inp yin processe It seems to 
me that the ivofl to get the ampli 
iyiny process nto the minds of men 
ind ) ce the tem to pro de the 
nplementing © hormation properly 
proce cad prope y om pute | “) that 
nen na juy ivain in their own 
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NOMA announces plans for 


conference in Philadelphia 


Program for 37th International Conference so crowded 
that many technical sessions will be run concurrently; 1.D.P.., 


electronics, forms, personnel covered in talks 


ELECTRONICS, integrated data pro 
cessing, forms control, and personnel 


The usual equipment exposition will 
be held simultaneously with the con 


will be subjects receiving major em ference and will continue for one day 


phasis at the 37th International Con beyond the close of the conference 
ference of the National Office Man Thursday, May 24. 
agement Association, to be held in Another innovation at the 1956 
Philadelphia, May 20-24th. NOMA conference will be the use of 
The conterence program this year closed circuit television to present a 
is so crowded that on one day four comprehensive picture of integrated 
sessions will be held simultaneously data processing to conference partici 
the first time so many concurrent ses pants, Twelve different companies 
sions have been scheduled. will cooperate in this presentation, 
30 


this month’s 


which will be made on Monday after 
noon, ‘May 21, and will display, ac 
cording to NOMA, “all the major 
machines adapted to common language 
five channel tape.” 


The conference program will open 
on Sunday, May 20, with the Chapter 
Officers Council, the tea for NOMA 
wives and guests, and the opening 
social event of the conterence, the 
Chapter Presidents Dinner. These open 
ing events, and the annual banquet and 
annual luncheon will all be held in 
the headquarters hotel, the Benjamin 
Franklin. All conference sessions, as 
well as the equipment exposition, will 


be held in Philadelphia's Convention 


Hall. 
OFFICE MANAGEMENT 


; s 
=e , " 
Ao \ et S 
: PSF | ‘2 
ee nae * Pa 
a ae ie ‘| 2 ~- 
> . rj = ’ ; . 
‘ a i os i ro Vig 
i - >| 2 - : oe t £4 Z . 
ee “= 4 —— 
Soh | . cra- "= i ’ 
see } Atm. seme 4 eo : ' 
YMCA : ’ * id . ” sl —_ - _ 5 ii an \ 
" ~ | y ‘ Fi a , a 4 a “ 7 " ob ita | a 
Tlheke bn f r r : + i Lond > ay3 : ' ‘ be 3 me: i a 
< “A se { Long : ae oe. ; i, oS aad ~~ B =, “4 
er z..! POWER: me VCs — 2 
~~.) ene a 2k ‘ coms ae  —*e i oe - ite 
ie to 4 te, ' ti |S eos mes ; ww 7 a TS moti i |. Po agh 
fe bog Oe ae is eee GEE TET 
mi : ne te ite , aa | ‘ mace ar r. n —* ¥ * . a : -_ a: e 2 ai 
oa eS i 2! Desens “ey we} ae a my whens a : a 4 =o bf a s 
ete Pee lle & ae et | eee io he. | ee! 4 bs * ee - — 
< ‘mast alae re Wy -¥ : = ‘e: Wa .5 oe F, - iv ae ea ae at rd * a. 
be po Sag a 2 bg, | .— o*=F. Se liken & ay ae _ 
me, da OM A thee aris . ae . ARole ipo PO A ee ee >. fae ee ° 
a et ae ee ee ty rae CN Se > —— . Be aye ~ ee Se ee 
a We » Ee 7 beget : ™ sad a Tas ; te. | = Back alt , fm* 3 Be iat me ae 
| Pe oe Jas ee oe i 
: an Di, Fs EB Fe eet oe a <a ae . <3 OS tle Mn Te 
oa A Saad ©Y Sane a ser: MT ~~ fee .. ere eet -s Pea Fay Wy er 
pa ec ¥ ee | At oe “fh - on ae 2 “a . oe we ye " 2 +. —- — por. a - Pal ? 29 7 “gy 
ee Mga Lee ET Se baa 1. ee. ae = Sec ige Sa he wet oe ‘ 
: Laat i» *': tt 7 ae. rs - ee ; samt ee 2 CU yee 2 ae x ee 
ia | . Ra ~~ ‘ oe 1, ae ae " ye rl ai ty 
tare! Ee Bag Ree ° ae , es © es . S vd as ° we i) 2 
pi ae a ben 7 | eore. pet fh aa ~ ll _ lo" mi  agis..? Ue 
ea 4 Oe ats aie. \ igia. Dc * : —_., Ss +s - ee & 
mine Sar * ie eae mest. = off: > I = jie » Bes 
fer ee’ he amie ai |—C ae 1 . es : é 
. ree ee 
, Lier ey $c ete uk: 
a * = { — = 
a * , - a a, , —_ ‘ _— . 
iS <0 a 3 ye Si ta 
i be : —_ « : , - 9 — . r ' 4 rr s. : = — 
: 4 — ~~ ’ ee 
ie . «a 7 ’ 
rs ' h “ es “a . _- — 2s = ae 
i ma 4 : di i tetemeeeinl ” 
is — . : 
Tae . —_ P o~ Bee 
if 
ee ee 
van ee 
. ee ° 
—; &i¢- Se oa ct \ aide aa 
Ble ai aia ; >: a : an pas —_ . 
. ie, — “ | gale eer | ¢ a » ’ ; —_ 


The conference technical sessions Among the speakers 


will open with the televised presenta 


tion of integrated data processing on 
Monday afternoon, following the key 
note session and annual business meet 
Keynote 


Pendleton, 


ing on Monday morning. 
speaker will be Morris B. 
of Los Angeles. 

The speaker at the integrated data 
processing presentation will be R. A. 
Scudder, of The Standard Register Co., 
Dayton, Ohio. 


Concurrent meetings on Tuesday 


Tuesday will see the beginning of the 


a0 


concurrent program sessions, Tuesday ak 
morning tour 5 multaneous sessions ; } 

will be held, with NOMA members i 
attending the one that interests them : 

most Two speakers, Gordon R. 

Corey, Commonwealth Edison Co., R. A. Seudder, Standard Frank M. Knox, Frank MVM. Knox 
Chicago, and Sidney Lyons, Arthur Register Co., Dayton, O. Co., Ine., Cleveland 


Andersen & Co., Chicago, will discuss 
“Electronic Applications in Large Or 
ganizations” and “Electronic Applica 
tions in Small Organizations” respec 
tively. At the same time two other 
sessions on “Forms Control” and 
“Supervisory Problems in the Office’ 
will begin. Frank M. Knox, of the 
Frank M. Knox Co., Inc., Cleveland, 
will handle the first subject; John PF. 
Shafer, of the Metropolitan Life In 
surance Co., New York, the second. 
The latter two sessions will continue 
through the Tuesday morning session. 


The electronk discussions will onl 


take part ol the morning session, 
however, and will be succeeded by si 


multaneous talks on “Personal Self 


| ) da 


Improvement” by Lincoln Atkiss, 

] ! ning hil -| =e : 
Adanuc Refining ¢ ysis Philadelphia, Sidney Lyons, Arthur Andersen John F. Shafer, Metropolitan 
and “Personnel-General” by Lee Stock & Co., Chicago Life Insurance Co., New York 


(To page 46) 


Lincoln Atki«s, Atlantic Re- D. B. Watson, J. D. Woods & Dr. Lucien Brouha, EF. 1. du Pont de 
fining Co., Pittsburgh Gordon, Lid., Toronto Nemours & Co., Wilmington, Del. 
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Spacious outer reception room features nineteen-foot curved sectional sofa 


Real estate office “practices what it 


preaches” — the luxury look 


New York firm deliberately dramatizes advantages of 


attractive design and decor for customers, while providing 


cheerful, effective work areas for staff— 


LIKE THE SHOEMAKER'’S § child 
who is proverbially shoeless, the great 
majority of realty and brokerage and 
management firms, although they deal 
continually with clients who want 
the luxury look in offices, are them 


selves all too often housed in drab and 
colorless quarters. 

Or at least that was the feeling of 
Herbert Charles and Co., Inc., New 
York real estate firm, wheri it planned 
its new offices at 545 Madison Avenue. 


And the Charles people decided that 
their new office was to be the excep 
tion to what they regarded as a bad 
rule. 

The result is a spectacular new office 
that blends imaginative design, strik 
ing art, and modern efficiency in a 
bright and pleasant package. 

The ofhce was planned to achieve 
three major objectives in terms of 


physical space and appearance: 


Pattern of easy access is found in executive area. From office in foreground, one may enter reception area (cen- 
ter), conference room (right), or office of the president (left). Collapsible glass sliding doors afford privacy. 


= ee PRN ae ha — >a _ - 
zi ea es ve ia Pa a ie ee 4 ae 
= i ne 5) % EB ‘ Pog, 2 . " ar - < > 4 La 
aon i a = pe ri ee Reka | / ff A : 
— we . i: <) J 1 , . 
t * ‘meal i! x ‘ ——— | | a c 4% 2: 
oi Tae . sg 8 , ply - ae F : & a i * 4 
i ‘a Ae . " a4 - H . 7h ———o i 
, ca H ra | | 
. Be ' At : ; i re f 
if io ¥ 8 { 4 at } ® { % ‘ ») 
- |) ee t . peti f at 
i. ; J ye eS q a ui oF . 7 3 — . - 
= * 3 SK Rens alieia 3? ‘ hapa , 7 = i _ « 
a, 5 . ° ey - S 
i eee ' : . es a ) ‘ A a 
a —~— ' 7 -_ - fw ’ r X iy 
. i : \, Y : . \ ; 0 
4 - 5 _ Le ; ius ‘eS . 
we, a § a @ 
seg - vi 
inte in 7°" _ AREA, a" ‘ . | . ‘ J ra .- ee ee . b S “ae ‘ 
i ee—C—sSCSCSCSCis 
z ee 
ees 
se 
“ z 
ARES 
) : ae ae 
ie 7 * ! . ri - ,. oe eo F va - 
~<a ~~ ie a ee be \ Smee “ — - j att - — c ee 4 , z See 
a a ee ss ee -_ Q i he i oe 
» coe iy J Ph oe P . — oT ws ~ ; Se. oom » a oe ye eae a 7 i: J 
yee ee : | Pa ; 2 ae a ie.) pO A 
2 ad ae ,> ia: Te i ‘ DS Sp ee a ; Ps ps 
* ihe eet = we 7. . oa - 4 a i = E te : ae : ‘ = Ag / 
AES 8 Reade 4 , 4 = i Ba 5 i ‘ 
he 4 cu ’ x? aay ay : ry ne a ‘ . "s 3 Pig e: ey ( : a 
~~ i | ie tS a =. i ai 
ae i rs i 1 i i a si sri V2. t : 5 4 : o : ; a : 
aes ~ lia a a eee hE 
a Wry |} i) ae aa. Si : Sa lf te 
i 4 : : ie 4 % ae Ned i y ae 
- 4 : on « co. +, _ ; ia me | ce 
e; ie i 4 am - _ | ¥ ik a » } “ r r? f 5 n 
. ene F f Bs ihe SY, \ & ’ 4 ; x ; ee Y) ie i\ ie 7 
a se eI Ri) = Bes PS . . 4 
ag ey, bead a , 4 eS a ¥ _~ 4 mee \ = - ‘ % - ° 
_ i — _. A ~~ 
wae’ ae Fe ae : ¥ Shi ee _ va a : : i ~ 
t “ tf OS ‘ 
2 le ee oT ; De + 
ea — F bee ; a ro A me ie ] 
‘ a z SX os Zt 3 FF - @ ag vs 
— \i aaa ® ; a ,. “ ie 3) ae ’ oe 
pees ‘ * = . é ee Be Cs J a ; 
- & ; — ll a a he si 
Sees ws i. ———— Diy. - - ae ee P-L 
. ee oe ea os, aa Lane: — ‘ : ‘2 7 a a L 
4 ee a | a ; i: a : a i phe F re 
OS a a > — PS a a Ee 
Ess bh ES £ > a , s a. re Be a 
a at ie ie Bi sas fati . enicnrr ‘ a % ~~ y j ~t y 
coe |e f i Ry gor —_— 
. a eo : _— 
e i ’ BF aa Vi, air ae. , _— ie a 
ni “ad pes * , ? 4 : ab e.. Ee ‘A ‘ ; ' Pa ‘ to, i » 
ee. f es =, = a . 4 _ i. 
“ : . F. Fe ie . ke < “ ae 7 
ee 7 ae — : oa ‘ . a . 2 , oe eu 
i ‘ F : * K a ‘ F ; : ; 
Ke es xl —. ———— 
1 5 : So _ ’ = 


t as a powerful psychological 


stimulant by dramatizing for visitors 
the advantages of a luxury office. 

To create an atmosphere ot “warmth 
and welcome” for the general public 
and business callers. 

To provide within the more elab 


orate overall scheme effective but cheer 
ful work areas for employees handling 
the general office routine. 

Michael Saphier Associates, New 
York, designers, were given the objec 
tives, the space, and the go-ahead sig 
nal. 


Two basic areas created 


The designers’ first series of prob 


lems was concerned with coordinating 


the firm's general objectives and the 
available ypace. How could in per 
son inquiries, in varying numbers, be 
handled quickly without interfering 
with the internal work trafic of the 
firm? How could highly departmenta 
lized operations be housed efficiently, 
without creating the “cubicle look?” 
How could key executives be given 
privacy, and also be provided with 
easy acce ssibility to each other. 

They solved this group of problems 
by creating two basic areas for the 
new office. The first, which is placed 
closest to the elevators, contains the 
large general offices; within this area, 
those departments having most fre 


quent contact with the public have 


Collection of antique ceremonial trowels used in laying cornerstones provides 
unusual and striking display in executive area waiting room 


he 


areas are primarily beige in color, with orange and green color accents 
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been located immediately adjacent to 
the reception room. 

The second main area in the office 
insulated trom reception by the een 
eral ofhces, is the executive area. This 
has a second reception room of its 


own connected by a long corridor with 


the general reception room at the 
elevators. The disadvantages of the 
long corridor have been minimized by 
making it much wider than usual, 
and also by lining it with displays il 
lustrating the company’s activities. 
Executive offices in this area ar 


grouped around the central executive 


reception area, and are connected by 


a short inner corridor, permitting the 


easy accessibility which it was felt was 
4 Luxury atmosphere is heightened in president's office by use of Maryland green so important. 

marble floor, wall seulpture .. . Far more striking to the casual 
visitor than this carefully planned use 
of space are the handsome decorative 
touches that distinguish the new office. 
An impression of luxury is struck in 
the reception room by the huge curved 
sectional couch for visitors—all 19 
feet of it. The couch, covered in 


orange and black striped fabric, is 


set off by the ebony wall against which 


it is placed, the dark green Maryland 


marble wall which it faces. 


t The executive reception area, key 
; noted by a glass-encased wall display 
em containing a collection of ceremonial 
=. trowels and mallets, houses executive 
secretaries, and has built-in file cab 
aN (To page 44) 
a +++ in executive area by recessed files, spaciousness, . 
, in conference room by marble topped board table 
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Good readers find the main idea first, relate details to it. 


Part 4: 


They look at the forest first, then at the trees 


How you can read faster 


while learning more 


by Dr. Nila Banton Smith 


Director, Reading Institute, 
New York University 


From a forthcoming book by Nila B. 
Smith to be published by Prentice-Hall, 
Inc. Copyright, 1956, by Prentice-Hall, Inc. 


UP TO THIS POINT you have been 
concerned with materials that are more 
or less easy to read, and you have read 


them for the purpose of follow the 


inp 
trend of a discussion or to get main 


ideas. There is another type of read 


ing, however, which you probably 


have to do frequently, and which is 


much more difficult than reading easy 


narrative or non-technical content. 
MAY 1956 
‘ 
> == 7 


This is the reading of factual material 
4 

in which you want to grasp all of the 

In 


some 


particulars. such reading, you 


often have reason for wishing 


minor ce tails 


as we | 


to remember even the 


alter the reading is over, as to 

understand them at the moment. 
This instalment is directed toward the 

(1) to 


read and comprehend detailed facts 


dual purpose ol helping you 


as rapidly as possible, and (2) to re 


member those facts once you under 


stand them. 


In the ] 


last instalment you learned 


how to find the main idea in para 


graphs. This is your starting point 
in learning the next step—that of 


grasping details. First, find the main 


Then find 


relate 


idea in each paragraph, 

the that 
this main idea. As you read think of 
the 


important details to 


F iwity 


main idea as z 


a magnet 


the particles toward it-—the 


being the smaller 


“particles 
and detailed ideas 
Then visualize the main idea together 


with its cluster of sub-ideas as a unit 


in itself. 
don't try to 


As a word of caution 


understand or to recall isolated 


tact, 


one 


You must attach “handles” to 


each bare fact so that you will have 


something “to take hold of” when 
you want to pull it back The best 
way to attach “handles” to a bare 


fact is to think of it in relation to the 


main idea 


and to other subordinate 
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ideas; that is, to associate it with the 
total unit of thought. 

Some people are under the imnpres 
sion that factual material which in 
cludes numbers is more difficult to read 
and recall than text which contains 
words only. As a matter of fact, it is 
often easier to remember details con 
taining number facts than those made 
up of word facts alone. Particularly 
is this true in cases in which you can 
work out a pattern of number relation 
ships which will help you in associat 
ing one number fact with another. 
This is the type of practice which you 
will have in working with the para 
graphs that follow. 

Read the paragraph below. Write 
answers to the questions. 

“For any one connected with the top 
management of the war, the writing 
of memoirs seems to be a_ profitable 
and prevalent occupation. General 
Kisenhower is said to have sold his 
memoirs for a sum somewhere between 
$500,000 and $750,000. This infor 
mation 15 reported with a comment 
which imputes to the General some 
extraordinary prescience in the mat 
ter of federal income taxes that saved 
him about $275,000." Taxes, XXVI, 
(April 1948), 292. 

What is the main idea? Write it 
ip the fewest possible words: 

What two facts are told which ex 
pand upon this idea? Write each one 
in the fewest possible words: 

Your answer to the first question 
should be something like this: “Writ 
Inge Memoirs 1S profitable.” This idea 
is the “heart” of the whole paragraph 

\fter stating the main idea, the 
paragraph expands upon this basic 
thought by giving examples which re 
inforce it. Two detailed statements 
follow which are related to the main 
idea that “writing memoirs is pro 
fitable.” The essence of these lesser 
statements in turn is that: (1) Eisen 
hower sold his memoirs for between 
$500,000 and $750,000, and (2) he 
saved $275,000 in income tax. 

Now lilt your eyes from the page 
Tell yourself the main idea and the 
two related lesser ideas in this para 
graph 

Did you have some trouble in remem 
bering the exact amounts of money? If 
so, use the technique of thinking in 
terms ol relationships between the num 
bers. Vix one basic figure in mind 
and relate the other figures to it, 
proportionately, In this particular 


case, look back at the paragraph above. 


The basic number and a round one 
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which 1s casy to recall is $500,000. 
Concentrate on this frgure and impress 
this one number on your mind as a 
‘frame of reference” for recalling the 
others. How much more 1s $750,000 
than $500,000? Then the author 
didn’t know within $250,000, that 1s 
i 


ai 
of the smaller sum or 


within 
of the larger sum, how much Eisen 
hower got. This is quite a margin 


of uncertainty. 
I 


Thinking in terms 
of of the smaller number and 
of the larger, do you re adily recall the 
two numbers in the first of the two 
minor statements? 

Similarly, think in terms of num 
ber relationships in memorizing the 
third number mentioned. If Eisen 
hower saved $250,000 in income taxes, 
what part of the sum that he re 
ceived was saved? If he received 


$500,000 he saved income tax total 
' 


ing 
of the full amount. If he received 


$750,000 what part ol his total com 
pensation did he save? The answer 1s 
4, of course. Now reply quickly: What 
were the two possible amounts E1sen 
hower received? How much income 


tax did he save? 


Round numbers aid association 


Did the association of these num 
bers with their ideas, together with 
thinking about relationships between 
the numbers themselves, help you to 
grasp these exact figures clearly? Do 
you think that you would recall not 
only the detailed statements above 
but also the exact numbers if you 
wanted to use them in conversation 
next week? The answer should — be 
“Yes” to both questions tf you tol 
lowed through the procedure » care fully 
and thoughtfully. 

Read the paragraph below and write 
answers to the questions. Be sure to 
read with care the explanations in 


t 
parenthesis which follow the (1), (2), 
(3). (4) divisions of the outline. In 
each case these explanations will help 
you in building relationships which in 
turn will aid recall. (It might be added 
that following the explanations and 
directions in studying these par igraphs 
g.) 
“Mrs. Baker saved us money as a 


IS practice in itself in detailed readin 


collector. She worked for 2 hours a 
day when we needed her over a period 


of 3 years. During this period her 
salary amounted to $1,514.25. Her 
collections of delinquent accounts over 
this same px riod amounted to $15,127. 
00. If these accounts had been collected 
by a commercial agency, they would 


have charged 4 of the total amount 


Relating details to the main 
idea of each paragraph is the 
secret of successful retention 
of the wealth of ideas and 
facts appearing in technical or 
factual material. This instal- 
ment explains how a mass of 
details can be related {to the 
main idea, and how the reader 
can practice such association 
constantly in his reading of 
technical material, until the 
technique becomes automatic 


with him. 


for their tee. So the saving was con 
siderable.” 

Write your answers: 

What is the main idea of this par 
agraph? 

What are the exact details which tell 
how Mrs. Baker saved her firm 
money ? 

(1) (The first set of details is con 
cerned with two small numbers, one 
of which follows the other in con 
secutive order, Noting this relation 
ship should help you to recall num 
bers). 

(2) (When writing the second de 
tailed idea, state the figures involved 
in a round number. It will be easier 
to remember a round number than a 
sum involving a small amount in 
dollars and cents ). 

(3) (In writing the third detailed 
statements, again write the figures in 
a round number. Is there any sim 
ilarity between the round number in 
(2) and the round number in (3): 
What fractional part of the sum in 


y 


(2) is the sum in (3)? Noting thi 
similarity and relationship will help 
you to recall] both numbers) 

(4) (When writing your condensed 
statement of the fourth detail] think 
about the fraction particularly. That's 
an cCasy number to remember ). 

(Now that this fourth item has 
heen written, figure out in round 


numbers what the fractional part ol 


t 
the total amount would be in dollars. 
Write this sum down. What is the 
relationship between this sum and the 
sum mentioned in (2) in terms ol 
round numbers in both cases? ) 

Your statement tor the main idea 
should be: “Mrs. Baker saved her 
firm money as a collector.” This 1s 
the “hub” idea in the paragraph. The 


(To page 72) 
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Keeping 


tabs on 


employee morale 


Questions significant 


Employees feelings about their company can affect 
every operation: here's a way to gauge those feelings 


by Ernest W. Fair 


ONE OF 


daily 


THI 


concern to 


MOST vital points ol 


any othce executive 
should always be the existing attituce 


How 


may 


of employees of the company. 


{ 


each and every such employee 


‘ , , 
lee) woeut a number ol important 


points will have much to do with the 


ones — 
responses tha will be attained, 


| 
WOrTK } 


interest in the job, mcentive to do 


someth ny extra and even loyalty to the 


firm. 


One of the most common faults in 


management today is too check 


sparse 
tuation. ituck ; can 


\ itisia 


ve deter orated 


tory position 


into a 
The 


oat 
shoul 1 be as short as 


today. 


most unsatistactory 


interval 


one 
between such check up 
’ ih! , 
POssipic, 
found it 


some Of 
worthw hile 


a continuing 


jetermin ny how em 


ibout the firm and their 
execu 


1 
px rsonnecl, 


out sic 
ret and confhiden 
random 


! 
ample inter 


, . 
1 obtained 1s of 


| xperience has prov 


MAY 1956 


en it to be most advisable that a num 


ber ol questions should be included in 
every such 


survey. Ls aving oul some 


of the mor important can easily make 
the entire 


effort valueless since the in 


formation uncovered will 


sketchy to be useful. 


Here are 


part ol ¢ 


points which should be ' 


I 
ery such survey 


Others 


made by the 
added 


to strengthen the information that can 


oflice exec r nay be 


morale— 


Does the worker derive satisfaction 


from the job? 


How well does she regard her super- 


visor? 


Does she feel she’s been given suffi- 


cient training? 


What does her family think of the 


company? 


Does she think 


in the firm? 


she has a future 


Does 


she believe favoritiom exists 


he obtained irom the field covered Dy 
these point 


What 


her job? { 


coe . the 


su ally 


employee think o 


this is broken down 


nto whether or not ie 


job 
’ ' ' 
isoluteiy cor I 


swer mu tained, so pom} 


out 


How w 


' ' 
think 
mediate supervisor’ 
‘ , 
ployee does her yop 
t 
her 
‘ 1 
certainly 


| 
t 


ined by attitude towar } per tra 
visor: how tht 
1¢ job is a resul t in 


toward that 


nave 


letermined by 


i manayement 
pre ent ethorency 
Sol 


think 


her family 


igniticamt part 


ttituce toward 


how 
Where the 


y top 


that 


They 


1 from 


should 


mecern t 


Lon } she tee] 


ined for her 


your 
question are part Manly unportant 


se times of cor int hange aml 
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Underwood states its new 


ad 


“electronic memory system” 


ean store as much information 


on reels occupying 3 cubie feet of space as 1600 file drawers could hold. 


Underwood shows new “File Processor”; 
6 a ete 99 . 
scientific computer for accountin 


\ NEW 


“sequence, 


“File 


selec ce 


Prov essor, whic h ean 


collate, and separate 
information recorded on tape,” accord 


nip to 
manulacturer, 


Underwood Corporation, the 


was introduced at the 


recent national convention of the In 
stitute of Radio Engineers in) New 
York. 

The | lecom bile Processor, designed 
as a companion unit to Underwood's 


computer, can relieve the computer 
ol many ol the simpler routine clerical 
functions, 


The 
as billing, 


company spokesmen de 


used for such 
taking 


COPDDEDISSLONS 


clared unit can be 


purposes inventory, 


salesmen s 


hguring and 


similar functions, 
The company also says the new unit 


can store data equivalent to that con 


38 


tained on records occupying 1600 file 


drawers in less than three 


leet 


cabinet 
cubu the space occupied by the 
machine's 200 reels of 

The File 
a keyboard or punched tape 
Results of 


tape. 
Processor 1s operated trom 
reader 
recorded on 
ted 


a high speed printer for direct read 


operations are 


magnetic tape which can be into 


ing, or to the companion computer 


for more intricate processing. 
New electronic unit offered 
The Magnefhile, Series F, an elec 
tronic business machine devoted solely 


to inventory and mate rial control, pro 


duction requirements planning, | al. 5 


tion scheduling, production so 8 


job order cost accounting, sales analy 


bank uses 


sis and control, and similar functions, 


has been Business 


Machines 


poration ot 


announced by the 


Division, Electronics Cor 
America. 

According to the the 
Magnefile 


accounting department forms to the 


manulacturer, 
permits direct posting from 
keyboard, and 


machine requires no 


special forms, cards, sorting, or coding. 


Information from the entries is auto 
matically computed by addition to or 
subtraction from previous balances on 


When 


the status of a particular item or group 


record, and internally stored. 


of items is required, it can be auto 


matically recorded in legible form by 


the unit’s typewriter-printer. 
Major advantage of the Magnefile, 
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5 good reasons why is so handy! 


FOR THE SALESMAN 
N-C fits neatly into 


/ 
travel case — Keeps FOR THE FILE CLERK i0KS! 


work well organized! 
N-C staples as she 


stands — no pounding, — FOR 


=a 1001 uses! |] 


FOR THE SECRETARY 
N-C keeps desk top 
clear—stows away in 
the well of her desk! 


FOR THE EXECUTIVE 


N-C works quietly, just 
like a plier. Lies flat in 
his top desk drawer! 


THE ov-«-, PLIER-TYPE STAPLER 


In office, store, school and home—N-C is everybody's favorite. That's because 
its plier-type action Is so easy so smooth so refreshingly quiet. Use 
Model J-30 for permanent stapling, or the versatile Model J-60 for stapling 
and pinning. 


NEVA-CLOG PRODUCTS, INC., BRIDGEPORT 1, CONNECTICUT 
0. H. DAVISON & CO., Pacific Coast Rep, 609 Mission St., San Francisco, Calif 


Jim Ww. cooper, Jex., Southern Rep, PO. Box 2152, Atlanta, Ga 
CANADIAN STAPLES,LTD., Montreal, Toronto, Winnipeg, Vancouver 


For More Information From Advertisers Use Readers Inquiry Coupon on Last Page 49 
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q Office in the round 

It may look like a stack of records, but 
there's no symbolism intended, Capi 
tol Tower, the new Hollywood home 
of Capitol Records, was designed in 
this novel shape for reasons of efficiency 
and economy. tclieved to be the 
world’s first circular office building, it 
is the work of Welton Becket, F.A.I.A., 
and Associates, of Los Angeles. 
V Flying disks 


For the traveling businessman who 


must dictate letters en route, Lufthansa, 
the West German airline, offers a new 
convenience Voice-Master dictating 


| } 
pianes and oO) 


equipment, installed in ; 


hees. Letters are recorded on may 
netic disks which can be folded and 
mailed in ordinary envelopes The 
equipment is made by Magnetic Re 


cording Industries, of New York. 


> SPA plans fall meeting 
The Systems and Procedures Asso 
ciation of America recently appointed 
a Steering Committee to plan its Ninth 
Annual International Systems Meeting, 
which will be held in) Philadelphia 
during October. Shown here at the 
; committee's first meeting are (left to 


right): W. H 


Enters, general chair 


reek it man in charge of publicity, publica 
tions, and exhibits; T. M. Duthie, se« 

retary; RK. M. Keegan, executive vice 

chairman; J. A. MacQueen, general 

chairman; J. A. Stringer, general vice 

chairman for program and arrange 

=A cg er ments; and E. B. Donahue, general 


vice chairman for registration and fi 


nance, 


V In honor of secretaries 

National Secretaries Week was cel 
brated this year from April 22nd to 
28th. Here Secretary of Commerce 
Sine lair Weeks shows the proc lamation 
which made it official to Miss Cassan 
dra Waterman, president of the Na- 
tional Secretaries Association, and K. 
Ofhice 


Equipment Manutacturers Institute. 


P. Morse " presice nt of the 
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A Table model whiteprinters 
This 
whiteprinters introduced by The C. F. 
Pease Co., 3969 N. Rockwell St, Chi 


manual, the other auto 


one of two new table model 


cago. One has 


matic copy separation. Both will copy 
material up to 42 in. wide at speeds to 
29 


52 tt. a min. (A-1) 
V Microfilm scanner 

Filmsort 1) 
Pear! River, 


unit tor 


Dexter Folder Co., 
N. Y., offers a new hand 


inniny microhlm Mapes 


mounted in aperture cards, Cards are 


easily inserted in a slot under. th 


lens The unit is known as the Micro 


Midyet. (A-2) 


If further information is desired, use Reader Inquiry Card on page 90 
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> For automatic addressing 


Envelopes in continuous form with the 
| 


flap on the long side, designed for 
easy inserting ind for automatic seal 


ing and printing of postage, are now 


made by Curtis 1000 Inc.. 150 Vander 
bilt Ave., West Harttord, 
Known as Chain-O-Matic, 


be used with printers, tabulators, et 


(A-3) 


Conn 


they can 


> New copyholder 

America, 2339 
Cotner Ave., Los Ange les, announces 
Model 55-M provide s for 


attachme nts—a 


Pres-To-Line Corp. ol 


that its new 
three magniher tor 


book holder for 


ire reduc ny lamp. 


close re iding, a law 


large books, and a gl: 


Also featured is a new 
clutch. 


New 


for the office 


p> Coffee vending machine 


adjustable 


(A-4) 


This unit dispenses freshly percolated 


coflee, with or without cream and 
sugar It has 40 percolators, each 
making 16 cups. Called Perk-O 


Fresh, it_is offered by the Interstate 
1O1IS W 


Con 


(A-5) 


United Coffee Corp., 


gress Pkwy., Chicago. 


q Perforating machines 
The American Bank Equipment Co., 
5408 Jefferson St., Philadelphia, offers 
two new 16-wheel single line number 
ing periorators, showing account num 
ber, day due, and amount due. One 


manual, 


(A-6) 


model ts electric, the other 
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A Folding drawing board 
Arnot-Jamestown, 730 Fifth Ave., New 
York, introduces its Foldaway Draw 
ing Board, complete with parallel 
rule, designed to fold into a center 
desk drawer and still leave space for 


pencils, rulers, ete. 


V Offset plate 

The Colitho No. 6000 Sensitized Neg 
ative Acetate Plate has been added to 
the line of offset duplic ating supplies 
made by Columbia Ribbon & Carbon 
Mig. Co., Inc Herbhill Rd., Glen 
Cove, N. Y. One of its features is its 


(B-2) 


low cost. 


V Ten-key Comptograph 

Felt & Tarrant Mfg. Co., 1735 N. 
Paulina St., Chicago, now offers the 
No, 202 M Comptograph, an clectric 
inac hine with a semi-automat mult 
plying feature permitting printing ol 
both factors and the answer on two 


lines of tape. The Visi-Balance win 


balance 


(B-3) 


| 
dow shows accumulated 


at all times. 


A Type cleaner 

This liquid spray-cleaner ts designed 
tor cleaning typewriters, sten il dup! 
rubber 


cators, stamps, and various 


types ol printing equipment It cleans 
type, platens, and rolle rs. It is appl ed 
by means ot a special pressure spray. 
The manufacturer is the I. T. Morris 
Co 126, Canandaigua, N. Y 


(B-4) 


, 
oe OX 


is desired, use Reader Inquiry Card on page 90 


A Floor cleaning unit 

The Lawlor-matic, available with or 
without power drive, is designed to 
scrub, flood rinse, and pick up dirty 
water at rates up to 15,000 square 
feet an hour. This new combination 
Lawlor 
Co., 124 N. Aberdeen St., Chicago. 


unit is a product of the S, C 


VY Personal desk sign 

This is one of the Tell-A-Nam«e Ns 
made by The Wama Co., Industrial 
Bldg., Baltimore 2. 


It is made of satin 


hardwood, trimmed in aluminum, 
with the name etched in white on a 
black Formica slide. Slides are easily 
interchangeable. The base may be 
finished in grey, black, or mahogany. 


(B-6) 


q Decorative panel 

Fresh’nd-Aire air conditioners can be 
fitted with the new Style-Gard panel, 
covering all controls and the rest ol 
the face of the inside cabinet. It may 
be used for decorative purposes (and 
it can be covered with various ma 
terials), or to keep out dratts when the 
model is not in use. It is a product of 


Cory Corp., 221 N. La Salle St., Chi 


(B-7) 
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q Adjustable stool 
The seat height of this Model $1827 
Adjustrite stool is adjustable from 18 


to 27 1 


1. from the floor, This is a light 
weight, Pp yrtable model made of metal. 
The maker is Adjusto Equipment Co., 


2144 Madison Ave., Toledo, (C-2) 


A For women executives 
Macey | Ow ler, Inc., 305 I . 63 oe New 
York, recently showed this ofhice, «le 


signed for the woman executive The 
V Color in machine stands 


KOL, Inc., 2323 Ellis Ave., St. Paul, 


announces that its line of office stands 


ofice was designed by George W 
Reinochl, executive director, Executive 
Furniture Guild of America The 
and work tables can now be had in furniture, of bleached walnut, is by 
any of five decorator colors, to match 


modern office color schemes. (@-1) 


Stow & Davis Furniture Co. The gen 


eral color scheme is blue, with pewter 


accents (C-5) 


4 “No-tilt” chair 
This new side chair, made by All Steel 


Equipment In , Aurora Hl., has bach 


legs which extend beyond the chai 
back. As a result, the chair ¢s dithcult 
to tlt and the extension of the ke 
prevents the back from scraping . 
against walls The saddle seat is « 


steel, with a felted hair cushion, (6-6) 


A Steel bookcase 
The Model 120-BK White Vlou iain 
stee] hook« ise Vas re ently tr xduced 


by The Maine Mig Co Na hua N 


H. fh has three adju table helves and 
i fixed bottom shelf. It is 48 in. high, 
30 in. wide, 12 in. deep (C-3) A Modular office 
This modular office vas recent ‘ 
q Secretarial chair hibited by Despres Brothers Wood Pro 
The phenoli pla tuc base is a feature duct 40) 36th St ‘ W CGirand 
of this new model from the Dependabl Rapids, Mich It provides extensive 
Mig. Co., 2407 Fort Crook Rd., Belle work area and storage space The top 
ue, Ne The base is light in weight is available in a variety of finishe in 
ind is designed to prevent snagging, luding a black and white combination 
tearing or so ling o loth ny. (C-4) (C-7) 
MAY 1956 If further information is desired, use Reader Inquiry Card on page 90 43 
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Automation— 
(From page 3%) 
the manufacturers say, 


high 


capac ity as does 


is that it offers 
speed and large data processing 
an electronic computer, 


but does 


elaborate 
All the 


the machine is prepared to 


not require such 


programming as a computer, 


Oper Hons 


perlorm are already “built-in,” and 


may be selected by keyboard operation. 
Bank installs E-101 

The First National City Bank in 

New York recently became the first 

bank in the world to use the Burroughs 

E101 Electronic Digital Computer, 


previously applied only to scientific 


amd engineering operations, for bank 
accounting procedures. 
First use of the machine has been 


ocoocoocose 


= 


aococoerocoocoooeoeror Se 


YOU'LL STOP TAB FORM TROUBLES... 


on brokers’ and dealers loans, but the 
bank anticipates using the machine on 
other loan applications as soon as 


“an amming 
Under the programming 
worked out by ‘the bank, the I 


has been completed. 


s techniques 


101 auto 
matically calculates and prints interest 
accrued through the end of the month 
on loan ledger cards. It computes and 
prints new balance It prints a daily 


journal and a carbon copy of all 
transactions with offsets. It accumu 
lates totals of loan changes by class, 
interest accrual changes, offset entries 


and other control totals. 


Then at the 
end of each day it recaps and prints 


these totals on control ledger cards 
and prepares the department proot lor 
the general ledger of the bank. 


Programmed fed 


arrangements ol 


mstructions are 
the machine through 
pinboards, 


The E-101, which costs $45,000, is 


Hano’s new special Litho Tab presses and col- 
lating equipment are now producing the quality 
forms necessary for today’s high-speed form 
writing. 


See samples of better tab forms. Com- 


. consult the Hano representative or 


pare 
ae dealer in your city, or write direct. 


COMPANY INC. 


LITHOGRAPHY MEANS ACCURACY. Only 
modern lithography gives critical spacing and 


controlled registration necessary for today’s Tab 


forms. 


Lithography, 
typesetting methods, 


plus the latest photo- 
offers the ultimate in un- 


restricted form design. 
CONTROLLED MANUFACTURING prevents 


interruption in form use. 
nate the bugaboo of form usage . . 
and stretch. 


Hano papers elimi- 
. Shrinkage 
Specially formulated carbon papers 


insure maximum legibility and minimum smear. 


Main Office 

and Factory, 
Holyoke, Mass. 
Branch Plant, 
Mt. Olive, HL. 
Manifold Printers 
Since 1888 


Users are assured of fast, uninterrupted feeding. 
Hano’s clean punching and smooth perforations, 
eliminate still another tab form user's headache. 
PACKAGED FOR YOUR CONVENIENCE. 
Tab forms must reach you in 
Hano packaging climinates those broken corners 
and scuffed forms that slow down your forms- 
writing operation. 
CUSTOM PRINTING OR 


“mint” condition. 


STOCK FORMS. 


Whether you use a Custom form or one of the 
29 Stock tab forms, you can be sure the Hano 


form will write faster, work easier, 
better .. 


your tab form problem. 


More Information 


44 For 


From Advertisers Use Readers’ 


and look 
. Hano litho quality is the answer to 


Inquiry Coupon on Last Page 


classed as a 


“small computer”. First 


National City estimates that the 
chine will pay for itself in 


ycars. 


ma 
about three 


Examples of its time savings cited 
by the bank: the E-101 takes thirty 
to total and prove the day’s 
whereas 
took 
twelve 


seconds 


transactions, under former 


methods this 
it takes 


aver ape 


nearly an hour; 


minutes to compute 


interest rate, quarterly pay 
and 
after each payment on a 
$10,000,000 Nor 
mal employee compute the 


two man days. 


ments ol 


interest, and 


nal 
principal 
amount due 
twelve-year, loan. 
time to 


same hgures: 


M.L.T. offers automatic courses 


The 
nology 
offer 


programs 


Massacusetts Institute of Tech 


has announced that it will 


two Spec ial one week surmnmer 


this year to bring infor 


mation on “electronic data 


processing 
methods to those involved in selecting, 


programming, operating or mManaping 


electronic computers.” 


The first, “Electronix Computers and 
Business Problems,” 


6-10. The 


Management and hk lex tron 


will be given 


\ugust “Business 
Data Pro 
will be given August 13-17. 

M.I.T., the 


program is designed for “ 


sec ond, 


cess y 
Ing, 


According to summer 


those not Ww ell 
acquainted with the current state of 
the art who want to learn more about 


electronic data methods. 


processing 
It should be useful for systems analysts, 


accountants, 


controllers, and 


others 


within a 


company who 


may become 
responsible for analysis of present and 
proposed procedures, coding for com- 
puter solution of problems, or com- 


puter installation and operation.” 


Luxury office— 
(From page 34) 


inets, facilities. 


The office of the president, Herbert 
Fishbach, 1s 


and stationery storage 


dominated by a sculp 
tured panel by Constantino Nivola 
full 
a walnut panel wall. same 
Maryland the 
main reception room wall is used for 
the floor in Mr. 

Other 
president's office are the 


and 
and kitchenette be 
The 


used for 


boasts a bar 
hind 
green marble 
Fishbach’s office 
distinctive the 
“desk” —a 
large ebony work table on steel legs, 
and the sliding glass panels which 
separate his office from the 
executive office. Ii 


meeting is to be 


features of 


adjoining 
particularly large 


held, or if guests 
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ACCO 


{ 
new TENPAK 


of #12 and #22 ACCO FASTENERS 


Makes Everybody a Prospect 


for this new “‘Acco First’ 


Agegravation of lost, mislaid papers— 
eliminated. 


€ ounter Displayed for convenient Self 
Service—Watch for TENPAK. 


Creates positive safety for your papers 
—in or out of files. 


Opens new opportunities for efficient 
business operation. 


Be ahead—start using the Acco method of paper 
fastening now. You'll soon be using all Acco products 
for better filing. 


Acco Fasteners No. 12 and 22 are also available in 


boxes of 50. Ask your stationer. 


ACCO PRODUCTS, Ine. 


Ogdensburg, New York 
In Canada: Acco Canadian Co., Ltd., Toronto 


MAY 1956 For More Information From Advertisers Use Readers’ Inquiry 


Colorbrite 


writes in vivid, intense color 
with little pressure. Leads are 
strong and smooth—take and 
hold really sharp points. 26 
High-Visibility colors. 


NEW! Red and Blue colors are now 
made in 3 degrees of hardness. 


Trademarks Neg. t 


Since 1849 


PBERMARD FABER 


Teor out this advertisement — write in on 
your company letterhead for a free sample 


Coupon en Last Page 
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Rie 


are to be entertained, the panels can 
be collapsed to throw both the presi- 
dent's offce and the adjoining one 
into one large room, 

The conference room again strikes 
the luxury note in the materials used, 
with a white marble-topped oval table 
as its central feature. Luxury and 
practicality are again combined here: 
the reflective quality of the white 
marble helps keep the light level very 
high in a room where blueprints, and 
the fine text of contracts are so often 
under study. 


General office areas are primarily 


far, in the big office market. 


* Sublect to P 
A.B.C. audit. tion, 


212 Fifth Avenue 


416 


Dramatic Circulation Rise? Yes ... and 
primarily it's a reflection of a 


UNIQUE 
EDITORIAL 
SERVICE 


OFFICE MANAGEMENT is the fastest grow- 
ing business publication for management execu- 
tives, with the largest A.B.C. paid circulation by 


Reason? Its far-ahead-of-the-pack leadership in 
serving this field . . . its initiative in spearheading 
office automation, its “Tools 
of the Office’ 
its case histories. . . 
sorship of the “Office of the 
Year” Awards. . 
dinating YEARBOOK issue 
... have won for it the loyalty 
and confidence of American 
management executives con- 
cerned with office administra- 


OFFICE MANAGEMENT 


The Magazine for Management Executives 


New York 10, N. Y. 


A GEYER-McALLISTER PUBLICATION 


beige in color, with orange and green 
used for color accents. 

Handsome yet workmanlike, the 
new Charles and Co. ofhce have ob 
viously met the second and third ob 
jectives set by the company the cre 
ation of an atmosphere of warmth and 
welcome, and also the provision of ef 
ficient work areas. How well they meet 
the first objective—dramatizing for 
visitors the advantages ol a luxury ot 
fice—only the future sales records of 
the Charles organization can tell. 

But no one at Herbert Charles and 
Co. is too worried. 


features . .. 
its spon- 


its coor- 


NOMA— 
(From page 31) 


ford, Lockheed Aircratt Corp., Bur 
bank, Cal. 

The afternoon session on Tuesday 
will open with a talk on “Methods 
and Procedures” by D. B. Watson, J. 
D. Woods & Gordon, Lid., Toronto. 
Second speaker of the afternoon will 
be Jules M. Graubard, of Bache & Co., 
New York, who will discuss “Obtain 
ing Employee Cooperation.” 

On Wednesday morning, the final 
technical session of the conference will 
be devoted to a panel discussion of 
the “Physical Aspects of the Office.” 
Five experts will speak on various 
factors in the physical conditioning 
of office space: Dr. Lucien A. Brouha, 
E. I, duPont de Nemours and Co., 
Inc., Newark, Del., talking on “Air 
Conditioning;” W. S. Fisher, General 
Electric Co., Cleveland, discussing 
“Lighting;” and F. L. Kelber, The 
Prudential Insurance Co., Newark, N. 
J., outlining “Office Layout.” “Sound” 
will be the subject of Robert B. New 
man, Bolt, Beranek, & Newman, Inc., 
Cleveland, while a fifth speaker, (not 
chosen as the magazine went to 
press) will talk on “Color.” 

The closing event of the conference 
will be the annual luncheon, held fol 
lowing the Wednesday morning ses 
§10n, 

The annual banquet will be held on 
Cuesday evening, May 22, at the Ben 
jamin Franklin. At the banquet the 
major NOMA awards, the Leffingwell 
Medal and the Fellowship Award, will 
be made, and the new officers, elected 
at the Monday morning annual busi 


ness meeting, will be presented. 


(From page 29) 
, 

minds the processes, the opportunities 

and the risks in business ventures as 

they were able to do in what to us 

appear to be substantially ‘! npler 
times.” 

Following the opening speech b 

il Z 1 Of g speech by 

Mr. Hurni, the major part of the 

comference was given over to “teams 

ol speakers” from three major com 

panies, who outlined in some detail 

the development and achievements of 


systems planning within their own 


(To page 66) 
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...written just once 


Your original order, written only once, produces 
all the copies you need to process and bill an 
order—with Ozalid. 


You start with an order form filled out by your 
salesman or clerk. At each step in the order 
process, Ozalid turns out the copies you need, 
in seconds. Just one writing produces customer 
confirmation, packing slip, delivery receipt, 
label, accounting record, invoice—all the paper- 
work you need to fill, ship and bill an order. 


You save the costly personnel time now 
required to turn out copies by wasteful, repeti- 
tious handcopying and retyping. You end need- 
less proofreading. Shipments and bills get out 
sooner. Irritating copy errors are eliminated. 


Name 


() Accounting 
() Order-Invoicing 


Ozalid ends “repeat writing” in every operation 
. Sales, purchasing, production, accounting, 
engineering. 


Ozalid will make copies of anything written, 
printed, typed or drawn on any paper that trans- 
mits light. You get an exact, legible, dry copy in 
seconds—without stencils, inks or negatives. You 
pay less than a penny for a letter-size sheet of 
quality-controlled Ozalid copy paper. And only 
Ozalid gives you copies on so many materials, 
in so many color-combinations, without messy 
fluid changes. 


For the full story, call your nearest Ozalid rep- 
resentative. His number's in the phone book, or 
send coupon below for more information. 


OZALID” 
DIRECT aera 


A oe OE Se ee Se eae ace me 
Ozalid, Dept. K-5, Johnson City, N.Y. 
Please send more information. I am interested in 


© Purchasing 0 


© Engineering 


Position. 


Production Control 
O) Receiving 


Firm. 


City 


State 


A Division of Generali Aniline & Flim Corporation—in Canada, Hughes Owens Company, Ltd., Montreal 
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can’t burn 


records in this office 


.. ALL ARE PROTECTED BY UNDERWRITERS’ LABELS 


OU are looking here at no ordinary 
bake scene. The difference is a new 
means of record keeping, now revolu- 
tionizing office methods—fire protec- 
tion for all records right where they are 
being used. 

This modern ‘‘time-engineered”’ 
Shaw- Walker equipment not only gives 
right-on-the-job fire protection during 
working hours when most fires (55% ) 
occur, it pays for itself by saving time 
and space. All of the savings from this 
efficiency go directly into profits. 


Built Likea 
Bb yscraper 


any of the 


GHAW-WALKER 


Save steps, hours- and maybe 


Accounts 
Receivable 


Customer 
Card List 


Paid Accounts, 
Voucher Checks 


Current Work, 
Reports, Contracts 


* 


- kor oe = i 


ur business’ 


prs 


cj." ™ 


Lae 


Unshipped Orders 


Inventory 


Checks, Cash, 


Collection Sheets oe 


Payroll 
Records 


Accounts 
Payable oy 


EACH DRAWER A SAFE! Jn this mod- 
ern, good looking Shaw-Walker fire- 
proof equipment, fire walls stand 
betu een your irreplac eable records 
and possible destruction. Fire-File, 
with corner cut away shows: Thick, 
steel-walled steel-reinforced fire insu- 
lation on all six sides of each drawer. 
Vault-like interlocking drawer front. 


Shaw-Walker 


makes 46 
types of this time-saving, fireproof 


different 


equipment — Desks, Fire-Files, Post- 
ing Trays. In them your records will 
be completely safe, always ready for 
instant use, even after a fire. You can’t 
afford to gamble—57% of the busi- 
nesses who lose records in fires never 
fully recover. 

Shaw-Walker has been helping 
American business save time and step 
up office output since 1899. There are 
4,000 Shaw-Walker products— chairs, 
desks, filing cabinets, Fire-Files, loose- 
leaf and payroll equipment — every- 
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thing for the office except machines 
each “time-engineered”’ for the needs 
of every job and worker. 

So if you are modernizing or setting 
up a new office, make sure you use 
Shaw-Walker throughout. It will help 
you stretch time—the most critical 
factor in business today. It may save 
your business! 


NEW 1956 OFFICE GUIDE. 292 pages of ideas andequip 
ment to ease and shorten office work. ki 
for the office except machines, 4,000 products 
matched for appearance, matched for results. Free 
to executives when requested on business letter 


head, Write Shaw-Walker, Muskegon 42, Mich 


rything 


Largest Exclusive Makers of Office Furniture and Filing Equipment in the World 
Executive Offices at Muskegon, Michigan Branches and Exclusive Dealers in All Principal Cities 
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A Monthly Feature 


Tools of the Office 


Record Protection Equipment 


by Robert Beeman 


FIRE 1s probably the worst of all 
enemies of the office. Fire in the fac 


tory may destroy vast quantities ol 


material goods, but these can usually 


be replaced. Fire in the office may de 


stroy the business itself. 


The reason is obvious. The vital 


facts of a business are committed to 


paper—a_ perishable medium indeed. 


Without its contracts and legal docu 


ments, is records ol accounts recely 


able and payable, its plans and blue 


prints, its data on necessary Operations, 


} 


a business cannot function. In view of 


the extreme inportance of these re 


cords (it is often claimed that nearly 


halt of those organizations losing them 


in a fire never resume business) it 1s 


strange that no real effort has been 


made to put them into fireproof form. 


Except that it seems to be in the nature 


of the human animal] to assume he is 


immune to disaster. 


This assumption may be based on 


the conviction that the vital records are 


adequately protected and can survive 


, 1 
a tire Untortunately, there appear 


to be a number of misconceptions as to 


what idequat« protection actually 1 


That impression of immunity 1 often 


quite unju tified 


There is, first of all, the matter of 


’ 


protecting all the records that need 


} 
to be protected And which are they? 


! 
The answer 1S LIV pple enough any 


and all records that will be needed after 


| 
a fre. A company must be in a position 


to collect ts accounts receivable. to 


, 
support its claims for insurance, to de 


A spectacular fire, such as this one last February in the offices of the Curtins 
Candy Co., Chicago, dramatizes the value of well-designed record protection 


fend itself against the unjust claims of 


equipment. The building’s interior collapsed during the ten-hour blate, drop- 


the unscrupulous, to provide those 


ping safes two to three floors, and burying others in debris. Yet the records 
survived intact. (Pictures on this page by courtesy of The Mosler Safe Co.) 


legal records required by law, and to 
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Beeause most office fires occur during 
working hours, when records are ex- 
posed, new emphasis has been placed 
on equipment for ‘point-of-use” pro- 
tection. These models are typical of 
the trend. (Pictures by courtesy of 
Shaw-Watker, Meilink, and Diebold, 
respectively. 
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be able to resume its normal opera- 
tions. Yet how many companies ac 
tually protect all the papers they would 
need to carry out those functions? 

The office manager has good rea 
son to complain about the number 
of records he must handle. It is his 
biggest problem. Can he afford to 
protect all of them? 

Actually, it isn’t necessary. A num- 
ber of records are in the “interesting 
but not vital” category and are worth 
maintaining, even without protection. 
But as for the rest, if they are not 
necessary, they should be dispensed 
with. And if they are necessary, they 
should be protected, either by pro 
viding physical shielding against fire 
and theft or by maintaining duplicate 
records in a separate location. 

So it is worth inquiring, first of all, 
as to whether all the vital records are 
protected, or merely certain account 
ing records traditionally assigned pro 


tection. Omission could be disastrous. 
What is protection? 


More deceptive perhaps is the matter 
of what actually constitutes protec 
tion. It seems to be a natural assump 
tion that placing records in surround 
ings of heavy steel gives them the 
hre protection required. 

Nothing could be more wrong. Steel 
is an ideal conductor of heat. In a 
fire, an uninsulated steel safe or file 
cabinet becomes an oven. It is not 
necessary for flame to touch a paper 
for it to be charred beyond use. Ii 
anyone has any doubts, let him place 
a sheet or two of paper in the top of 
an oven—out of the reach of flame 

and set the temperature at 400°. 
And it should be realized that 400 
is a very low temperature for a fire. 
(It isn’t even hot for cooking pur 
poses. ) Building fires often exceed 
1000° and may even go above 2000°. 

Thus, it is obvious that fire protec 
tion is not provided unless special in 
sulation is used. Here again, the use 
of insulation is no guarantee of protec 
tion. It must be of the right type and 
must be properly incorporated into the 
design. Some insulation deteriorates 
with age and loses its usefulness. Even 
where it is correctly chosen and in 
stalled, fire resistance, in the words of 
the Underwriters’ Laboratories, Inc., 
“may be seriously impaired by dis 
turbance or injury of the insulating 
material due to fire, burglary, or im 
proper application of accessories.” The 


U.L, advises that repairs to insulation 
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should be made at the factory of the 
original manufacturer. 

Insulation itself is not adequate if 
locks, hinges, and other accessories are 
improperly designed. Heat may by 
pass the insulation in some cases; in 
others doors may fall off hinges 
damaged by fire, or the sale may 
break open as a result of the collapse 
of a wall or floor. In addition, sud 
den heating may create sufficient pres 


sure within to cause an explosion. 


Standards developed by research 


It was discovered a long tume ago 
that the qualities which make for pro 
tection against fire do not proclaim 
themselves for all to see The amateur 
cannot know by inspecting a sale or 
hling cabinet whether or not it offers 
the protection he is looking for. 

To determine these qualities it be 
came necessary to conduct extensive 
tests of equipment. As a result of 
information obtained, standards mea 
suring the fire-resisting qualities ot 
cabinets and safes have been established, 
notably by the Underwriters’ Labora 
tories, Inc., and by the Safe Manutac 
turers National Association. 

To indicate the degree of fire re 
sistance that may be expected from a 
given safe or cabinet design, these or 
ganizations use a system of “labels.” 
These may be awarded to the products 
of various manufacturers in accordance 
with rules established by the U.L. and 
the S.M.N.A. respectively. Definitions 
of some of the more common labels are 
quoted at the end of this article. 


Labels show protection standards 


In general the labels specify the 
length of time a safe will withstand 
a “standardized” fire, while preventing 
the interior temperature at specified 
points trom exceeding a given tem 
perature, usually 350°. In some cases 
the requirement holds if the temper 
ature limit is maintained at the center 
of the compartment, in other cases, 
the limit must be held at all points 
up to one inch from the insides of walls 
and doors. The exact meaning of a 
label can be determined only by study 
ing the appropriate specifications, A 
Class A label indicates greater pro 
tection than does Class B, which in 
turn offers greater security than Class 
C, and so on. 

(To page 52) 
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C.Alle ‘SAFES AND INSULAT 


; = 


There is an Assurance of Quality 


to 


R.C.Allen Business Machines, Inc. 
686 Front Avenue, Grand Rapids 4, Michigan 


TYPEWRITERS - CASH REGISTERS - ADDING MACHINES + SAFES: FILES - BOOKKEEPING MACHINES 
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chest at the top to the large reeord 
seafe at the bottom. Numerous in- 
ternal arrangements are possible. (Pic- 
tures by courtesy of Meilink, Vietor 
Safe. and Herring-Hall-Marvin, respec- 
tively.) 


Next Month: 
Acoustical materials 
Floor coverings 


Overhead lighting 


Naturally, these variations reflect dif 


ferences in the manufacture of the pro 


t 
duct, and prices vary accordingly. But 
the variations also allow for the fact 


that varying degres of protection may 
he required, depending on the in 
tended use of the file 

For example, a fire in a crowded 
office, tightly packed with exposed 
records, wood furniture, and other com 
bustible materials is likely to be hotter 
and to last longer than a fire in an 
ofice where the combustibles are less 
concentrated, 

In judging the danger of fire in a 
given area, however, it should be re 
membered that many buildings have 
been destroyed by fires that started in 
adjacent structures, including build 
ings separated from them by the width 


ot a street. 


Daytime fires catch records in open 


One of the particular problems of 
protecting records against fires is that 
most office fires occur during work 
ing hours, when the records are ex 
posed. Records which are kept in fire 
proof storage only at night are actu 
ally protected against fewer than half 
their chances of exposure to fire. 

If office staffs were trained in the 
manner of military men, with definite 
routines (and appropriate disciplines) 
for saving valuable materials in times 
of fire, this would be a less important 
factor. But normal human instinet in 
times of emergency 1s concentrated on 
self-preservation. Few workers would 
remember—or bother lo gather up 
records, thrust them back in_ the 
sates, and close the = safes properly 
before seeking safety. A daytime fire 
in such an office, therefore, may be 
as disastrous as if no fire protection 
equipment were provided. 

As an answer to this problem, there 
has been a growing trend toward 
“noimt-ol-use” protection ot records 
For example, insulated trays are 
available in connection with machine 


posting stations. Records not ictually 


in use remain within the insulated 
housing, and, in any case, are not re 
moved from within arm's length of 
security. Protection can be achieved 


simply by closing a drawer or cover 


a moments operation and there 1S 
less chance of its be ny over ooked in 
an emergency than there is that any 
one would take time to return records 
to conventional sat 

This type ol pornt-ol use 


| protection 


" 


incidentally, reflects the cus-ent trep- 
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to design ofhice systems around in 
dividual work stations, with records 
being stored at the place where they are 
used. 

In response to this trend, manufac 
turers have developed insulated storage 
in new designs to accommodate new 
S1ZCS and shapes o! business records. 
In particular, new, units provide pro 
tected storage lor the various ty pes ol 
records used in machine accounting. 
One new model has a door that drops 
down and swings out of the way. 
Another has an electrically operated 
door. In addition, insulated file cab 
inets grow in popularity; legal-size 
as well as letter-size models are avail 
able. The trend, in other words, is 
to move fireproof storage out onto the 
working floor where it is more con 
venient, and where it offers protec 
tion during working hours. 

The effect of this trend is to increase 
the number of records given protection. 


The new equipment provides an ad- 


Innovations in the design of record 


protecti istantly 
being introduced. The model at the 
top has a door that slides down and 
out of the way beneath the unit. The 


it shown below opens and closes 


mn equipment are = e« 


electrically. (Pictures by courtesy of 


Diebold.) 
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dition to—not a substitute for—the 
conventional safe, which offers the ul- 
timate in security. 

Protection against thett is, of course, 
an important matter where cash and 
valuable records are concerned. It 1s 
not wise to assurne that a hre-resistive 
sate nec essarily provides ad high degree 
of protection against burglary, for the 
qualities which make a good defense 
against fire are often not the same 
as those designed to prevent burglary. 

These qualities are indicated, as in 
the case of fire-resisting properties, by 
labels issued by various organizations, 
ncluding the Underwriters’ Labora 
tories and the Safe Manutacturers 


National Association. 


Theft protection features vary 


In general, they indicate protection 
in terms of the time required to break 
in and the means of assault employed. 
Some labels, for example, provide for 
protection of at least an hour against 
attack with high explosives; others 
measure resistance to OXY fuel torches: 
still others protect against limited types 
ol Lampering In some instances, Cases 
must be en ised in concrete ol speci 
hed weight in order to qualify. Other 


types of protection are indicated by 


} 


relocking labels. Detinitions of a num 
ber of these labels appear below. 

hould be noted that the installa 

relocking devices and certain 

nay impair the fire 

ad door. It 1s 

such devices 


manutacturer, 


adequate pro 

self-evident, it 

nsurance rates 

sh vary markedly 

equipment used. 

ims On sales with 

rating may 

per cent higher than 

“E” rating. (Letter 

designations for burglary ratings differ 
from those for hire.) 

It may be added that money chests of 


lary qualifications 


the proper anti-burg 
welded into safes having 


lesired 


where the required combination does 


hire-resisting properties, 
? } ] ] ] 
not appear to be immediately available. 


What the labels mean 


Following for general information, 
are quotations from the Fire Protec 
tion Equipme nt List, ot January, 1956, 
fecident, 
Burglary Protection Equipment Lasts, 


and the {utomotive, and 
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Diebold SUPER ELEVATOR FILES 


cut record handling costs 


protected by 


Diebold’ 


For More Information From Advertisers 


User experiences prove that practical 
automation the handling of large- 
volume records by motorized Super Ele 
vator Files 


up to 50% 


cuts time and space costs 
. saves thousands of dollars 
annually! Touching a button triggers an 
electrical brain that whirls any one of 
10,000 to 300,000 records into perfect 
position for referring or posting. Ask for 
case histories describing improved rec 
ord keeping histories that report 
initial investment write-off in 5 to 
18 months 


Call your local Diebold representative, 
or mail the coupon today. 


Diebold, tnc 
9780 Mulberry Rd, S € 
Canton 2, Ohio 


Please send case histories that will help us with 


our = records 
Firm 


Individual 


Street 


Use Readers’ inquiry Coupon on Last Page 
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Days of work 
reduced to a few hours... 


hy Baltimore Business Forms! 


Piece Work Operation Now Does 6 Jobs With 1 Form 


A leading piece work manufacturer presented this problem. ‘“‘ How 
to get more accurate production records by work classification and 
cut high cost of sorting 20,000 tickets a week?”’ 

After careful study, Baltimore Business Forms design specialists 
came up with a simple triplicate form to handle all these jobs at 
one time. Now, this company (name on request), controls inventory 
productive and rework costs and furnishes worker's receipt, in- 
spection ticket, pay roll slip on one simple form! It takes experi- 
enced designers to produce these money-saving results. Baltimore 
Business Forms have designed forms for thousands of leading busi- 
ness houses! And because our line is complete, you get unbiased 
recommendations, excellent business form service for any need— 
when you need it! 

Write today for unmistakable proof that we can help solve your 
business form problem. THe BALtTimorE Business Forms Co., 
Dept. A, 3134 Frederick Ave., Baltimore 29, Md. 


The Baltimore Business Forms Company 


(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


CONTINUOUS eS COUNTER REGISTERS — 
Pr ame BN Resets Puctiovten 
end Cronk Models 
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of September, 1955, published by the 
Underwriters’ Laboratories, Inc., show 
ing the U.L. definitions of certain of 
its fire protection and burglary pro 
tection labels. Similar standards are 
available from the Safe Manutacturers 
National Association. The U.L. defini 
tions are reproduced here as repre 
sentative of the standards set forth to 


protect the user. 


General 


“Sates are designed to house paper 
records considered sufficiently valuable 
to require protection against hre of 
controlled extent and severity for peri 
ods indicated by the label. 

“The fire resistance classification as 
indicated by the label may be seriously 
impaired by disturbance or injury of 
the insulation material in a safe due to 
fire, burglary, or improper application 
of accessories. 

“The label of Underwriters’ Labor 
atories, Inc. attached to a product is 
evidence that such product has been 
produced under the Factory Inspec- 
tion and Label Service Program.” 
(This program is sponsored by the 
U.L. as a means of determining how 
well its standards are met by the vari- 
ous manufacturers.) 

“Detailed examination of devices of 
this class submitted for labeling are 
made at factories and cover the design 
and assembly of the safe body and 
doors; gauge of metal parts; composi- 
tion, weight, reinforcement, and meth- 
od of placement of insulation; internal] 
dimensions; design and adjustment ot 
locking mechanism; and clearance 


between safe bodies and doors.” 


Class 1 Safes 


“Insulated Safes of this class, con 
sisting of steel bodies, doors, locking 
mechanism, and hardware are effect 
ive in withstanding: (1) a standard- 
ized fire for at least 4 hrs. (reaching 
2000° F), the interior temperature, | 
in. from walls and door, not exceeding 
350° ~F either during the period of 
fire exposure or the cooling period in 
side the furnace after the fire exposure; 
(2) a sudden heating without produc 
ing an explosion sufhe lent to cause an 
opening into the interior; (3) an im 
pact due to falling 30) ft. in the clear 
after being heated for | hr., and re 
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There is nothing faster* and quieter 

than the new ADDO-X 10 key 

adding machines with STEP-O-MATIC 
MULTIPLIER LEVER. ADDO-X's 
lightness and shortness of key action 
minimizes finger travel and saves operator's 
energy. Precision manufacture 

reduces operational noise to a whisper. 


Write for literature? today. 


ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET. NEW YORK 19. N.Y 
WEST COAST BRANCH 


WESTERN ADDO MACHINE CORP., 2921 BEVERLY BLVD * At 175 rpm 


LOS ANGELES, CALIFORNIA, TEL.: DUNKIRK 58-2247 Also on our NEW two register 
machine 


For further details mail this advertisement with your letterhead 
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THE PEN THAT FILLS ITSELF 


MODEL 444 DESK SET 
for general office and 
public counter use 


MODEL 4410 DESK SET 
colored Permalite bases 
for that “important” look. 


MODEL 4430 DESK SET 
onyx or Carrara bases 
that say, ‘boss man” 


neady to wule 


The Esterbrook Desk Pen fills itself instantly —every time 
you return the pen to its socket. The base holds 40 times more 
ink than an ordinary fountain pen. Needs no attention for 
months on end. Try one on your desk for 30 days. Your 
money refunded if you are not completely satisfied. 


a CHOOSE THE RIGHT POINT FOR THE WAY YOU 

WRITE — BY NUMBER. More than 30 point styles. 

e 7 THREAD THE POINT OF YOUR CHOICE INTO THE BARREL 
¥ 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of lid., 92 Fleet Street, East, Toronto 


err « one ron “ran 


Canada, 
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heating for | hr. in the inverted posi 
tion after the impact, without destroy- 
ing the usability of papers stored in- 


” 


side. 


Class B Safes 


“Insulated Safes of this class, con 
sisting of steel bodies, doors, locking 
mechanism, are effective in withstand- 
ing: (1) a standardized fire for at least 

hrs. (reaching 1850° F), the in 
terior temperature, | in. from walls 
and door, not exceeding 350° F either 
during the period of fire exposure or 
the cooling period inside the furnace 
after the fire exposure; (2) a sudden 
heating without producing an explo 
sion sufficient to cause an opening into 
the interior; (3) an impact due to fall- 
ing 30 ft. in the clear after being 
heated for 45 min., and reheating for 
1 hr. in the inverted position after 
the impact, without destroying the 


5 
usability ol papers stored inside. 


Class C Safes 


“Insulated Safes of this class, con 
sisting 


mechanism, and hardware, are effect 


ot steel bodies, doors, locking 


ive in withstanding: (1) a standard 
ized fire for at least | hr. (reaching 
1700° F), the interior temperature, | 
in. from walls and door, not exceeding 
350° either during the period of hre 
exposure Of! the cooling period inside 
the furnace after the fire exposure, 


) 


(2) a sudden heating without produc 


I 
ing an explosion sufficient to cause an 
opening into the interior; (3) an im- 


pact due to falling 30 ft. in the clear 


alter being heated for  hr., and re- 
heating for 4 hr. in the inverted posi 
tion after the impact, without destroy 
Ing the usability of papers stored in 


side. 


Class D Insulated Filing Devices 


(Filing devices are distinguished 
from safes chiefly in that they “are 
intended to provide protection in 
buildings where collapse is not ex 
pected to occur as a result of fire.” ) 

“Class D Insulated Filing Devices 
are effective in withstanding: (1) a 
standardized fire for at least 1 hr. 
(reaching 1700° F), the interior tem- 
perature in the center of any compart- 
ment not exceeding 350° F either 
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-, WITHOUT A CUSHION SHEET 
ae i |: : Z. 


bs ike t 


CAN READ THIS STENCIL EASILY — 


. 


Offices all over the country are — 
switching to Old Town fj) because. 


aie 
Phy: « 


FREE oLp TOWN STENCIL SAMPLER KIT oo 


Just send the coupon, filled in and clipped to your letterhead, to: COMPANY 


OLD TOWN CORPORATION, DEPT. Om -5 ADORESS 
345 Madison Avenue, New York 17, N. Y. 
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Class I. Insulated Filing Devices 


“Class E Insulated Filing Devices 
are effective in withstanding: (1) a 
standardized fire for at least Y% hr. 
(reaching 1550 F), the interior tem 
perature in the center of any compart 
ment not exceeding 350° F either dur 
ing the period of fire exposure or the 
cooling period inside the furnace after 
the fire exposure; (2) a sudden heating 


ties. Such installations should, there 
fore, be made at the factories where 
the safes, cabinets, or doors are manu 


factured 


7.20 Label 


“Tamper-resistant door, Class T 
20, signifies a safe door which affords 
a degree of protection against bur 


glarious attacks in which explosives 


os0. 1 ' a be . 
oat during the period of fire exposure or tioning of auxiliary bolts in the event Tools of the Office 
the cooling period inside the furnace of a burglarious attack upon the door. 
after the fire exposure; (2) a sudden The attachment of these devices to 
| { , 1 veal degrees of resistance to burglary, in 
heating without producing an explo sales, insulates cabinets, am vauit , ee ¢ 
i ficient t ning loors be o FE Cl Ecation labels cluding labels indicating resistance to 
sion sufhicient to case an opening into aoors bearing ire lassification labe : TI i j 
4 ’ | tore Ss i explosives. 1¢ Standards 
the interior. of Underwriters’ Laboratories, Inc. orche “— | 
tor such labels are not quoted here, 
may impair the fire-retardant proper . 
he since they normally apply to more 


elaborate equipment than that de 
scribed in this section. Burglary Class- 
ification KL, however, indicates lim 
ited resistance of a type appropriate to 
safes “intended primarily tor the pro 
tection of daily cash deposits.” 

Other labels are issued covering 
locks, holdup alarm systems, etc. 


The Manufacturers 


without producing an explosion sufh or oxy-fuel gas cutting torches are not 


R. C. Allen Business Machines, Inc., 


ie cient to cause an opening into the in- —" Doors classified and lab- 678 Front Ave., N. W., Grand Rapids 
terior, cled as tamper-resistant are required 4. Mich. “Military” and “Cuards 
Se. Class B and C labels are also issued to furnish but a limited time resistance 


\ ; , man” lines include insulated filing 
“ . : “ee” The to attack, and such containers are not 

for “insulated record containers.” The ; cabinets and safes, some of which can 
standards are similar to those for safes 


with the same labels. 


pe tary value.” 


recommended for safe-keeping of se 
ping be built into walls. 
curities or articles of any great mone 


Art Steel Co., Inc., 170 W. 234rd St., 
Relocking Devices New York 63. Steelmaster” safes 

; Other Labels with Class C labels, with from 1,300 
“Relocking Devices are intended to to 31,845 cu. in. capacity. Combina 

operate and relock the original bolt The Underwriters’ Laboratories also tion locks. 


Price range, $64.50 to 
work or to relock the door by the func 


issue labels covering greater and lesser 


$108.50 (all prices zoned ). 


SS 

cy 

a Leopold Streamline desks bring 

“living-room” comfort to your office 
‘ Reduces fatigue, Increases efficiency. Restful 
wood cones... I eopold quality 

Bs advanced functional design combine to give p 
3 ; you a profitable investment in working ease wit 
ret 


Get full information from your Leopold 


The Leopold 
Streamline 


THE €900/a cea rant Furniture Institute w —— Group 


BURLINGTON, IOWA 


dealer, Write us for his name and address 
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DOES THE WORK OF 2 MACHINES! 
Victor Calculator 


This great Victor Mult-O-Matic combines the advan- 
tages of an adding machine with all those of a calcu- 
lator ...it gives you two machines in one! It prints 
every problem on tape...so you can record answers 
any time and check the accuracy of the figures you 
put into the machine. 


Designed to save time, the Mult-O-Matic multiplies, 
divides, adds, subtracts . . . for figuring discounts and 
commissions, inventories, payroll, extending invoices, 
percentages, operating statements. 

Exclusive Mult-O-Matic lever gives you completely 
automatic multiplication from one simple set of nu- 
meral keys. You multiply figures as you would write 


them—only the multiplicand, multiplier, and answer, 
properly identified by symbols, are printed on the tape. 

Automatic Constant remembers for you. A touch of 
the lever — that’s all—lets you multiply the same figure 
any number of times without re-entering that figure 
each time. No need for mental calculating—no extra 
steps. 

Exclusive total transfer button lets you retain a total 
in the machine so that it can be multiplied by another 
figure. 

Don’t wait. Call for a free tryout! Look under “V” 
for Victor in Adding Machine section of your classified 
phone book. Or write Victor. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILLINOIS 
Victor-McCaskey Limited—Galt, Ontario 

Manufacturers of Business Machines, Cash Registers, 

Business and Industrial Systems, Electronic Equipment, Electri-Cars 


Exclusive 
Automatic 
Constant 
Lever 


Exclusive 
Mult-O-Matic 
Lever 


Exclusive 
Total Transfer 
Button 


Exclusive Select-O-Matic 
for Avtomatic Totaling 


ATTENTION . . . the fast-growing Victor line 
is creating many new job opportunities for 
salesmen. For details write Victor. 
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Frey, 


(Continued ) 

John LD. Brush & Co., Inc. (formerly 
Brush-Punnett Co.), 545 West Ave., 
Rochester \\, N. Y Three small 
“Sentry” safes, in capacities from 
2,340 to 3,300 cu. in. Buik-in relock 
ing action. Designed to withstand 
1700° fire for one hour. Price range, 
$69.95 to $110.50. 

Challenger Steel Products Corp. 
$50 Morgan Ave., Brooklyn, N.Y. Line 
of floor sales. 

Cole Steel Equipment Co., Inc., 285 
Madison Ave., New York 17. Line ot 
small steel safes. 

Diebold, Inc., 20\1 Mulberry Rd., 
Canton 2, Ohio. Extensive line of 
Hoor safes and point-ot-use record safes, 
including electrically operated “Record 
esk”; new “Ledger Tray Safe,” for 
machine accounting records; and a 
model with dropswing door which 
slides out of way beneath unit when 
open. Available labels: U.L. and 
S.M.N.A, 1-, 2-, and 4-hour labels; 
U.L. T-20 burglary rating. Key-chang 
ing combination locks. 

Gardall Corp., 4425 James St., bast 
Syracuse, N. Y. 

Gary Safe Co., \020 Crocker St., Los 
ingeles 21. Line of floor safes and 


BASE HIT — 
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money chests designed tor burglary 
protection. 

Heineman Office Equipment Co., 4 
V. kighth St., St. Lous 1}. 

Herring Hall-Marvin Safe Co., 1550 
Grand Boulevard, Hamilton, Ohio. 
Three lines of safes and insulated hiles, 
with U.L. and S.M.N.A. 1-, 2-. and 
4-hour labels and U. L. burglary-resis 
tive and relocking device labels. Capac 
ities from 1.28 to 53.50 cu. ft. Com 
bination or key locks. Insulated files 
include letter and legal sizes. Price 
range, $132 to $1,745. 

In-A-Floor Safe Co., 1416-18 S. Los 
Ingeles St., Los Angeles 15. Line ol 
safes designed to be embedded in con 
crete blocks tn floors. Some models 
have circular cross section. Revolving 
doors (without hinges). Combination 
and interchangeable key locks; relock 
ing devices. Safes designed tor Class 
I mercantile insurance rating. Price 
range, $97.50 to $295, 

Kutkset Sales and Service Co,, Ana 
heim, Calif. Insulated small wall safes, 
for installation in 4in walls. — Price, 
$70.80, 


Meilink Steel Safe Co., 1672 Oak 
wood Ave., Toledo 6, Ohio. Safes and 
insulated filing cabinets with U.L. Class 
\, B, and C labels, and correspond 
ing S.M.N.A. labels. Insulated ledger 
tiles have Class C label. Also T-20 and 
relocking device labels on safes. Com 
bination locks (safes) and key and 
combination locks on files, Capacities 
from 1,170 to 72,170 cu. in. Price 
range, $67.25 to $1,338.75. 

The Mosler Safe Co., Hamilton, 
Ohio. Extensive line of record and 
money safes, insulated record files, and 
other protective equipment. Protec 
tion standards: U.L. Class A, B, and 
C labels and corresponding S.M.N.A. 
labels; burglary resistive, torch resist 
ing, relocking device and other labels. 

Protectall Safe Corp., Hamilton, 
Ohio. Line of office sates and money 
chests. U.L. Class C and T-20 labels 
available. Sizes trom 250 to 31,680 
cu. mM, 


Regna Cash Register Co., \75 Fifth 
lve., New York \O. 

Remington Rand, Div. of Sperry 
Rand Corp., 315 Fourth Ave., New 
York 10. Line of sates, sate-files, and 


sate ledger trays, in capacities from 
? 464 cu. in. to 43.52 cu. ft. Available 


NO RUNS 


A hit is made with the office personnel 
when DEPBNDABLE’S NEW PHBNOLIC 
base is used in Your installation pePduse it 
will not run the hose or mar¥ the shoes. 
This new base is.geuff-proof, heat resist- 
ant, impervious to chemicals, maintaining 
its color ahd new appéea@fante forever, and 
costs no more. Withethe time-tested DE- 
PENDABLE automatié, height positioning 
unit, you can es#pect happier, more effi- 
cient workers. Tbis combination of abso- 
lute functional design and mechanical per- 
fection in your chair emtbles you to have 
a DEPENDABLE _ eliair that will out per- 
form them all , 


See your hear, or write DEPBNDABLE 
MANUF 


vue, Nebrf#ka, for the name of your deal 
If you ye a seating problem, our | 
m it for you. 


If its just chairs you want, an orange crate would do. 


JRING COMPANY? Belle- 


If productive seating is required, see a Dependable Dealer. 
DEPENDABLE MANUFACTURING CO. 


2407 FORT CROOK ROAD « 


BELLEVUE, NEBRASKA 
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HIGH FIDELITY | 


“] 


OMPTOM ETER 


hens 


... makes dictating as easy as talking —An electronic miracle in the sim- 
plification of dictation has been achieved by Comptometer. Now you can forget 
the mechanics of recording and have your mind free and clear for better dictation. 
All you do is talk into the Unimatic remote control microphone which fits the palm 
of your hand. One simple button lets you dictate, listen, reverse to review, or even 
to “erase” and replace a word or phrase.When finished dictating, press other button 
to mark length of letter—everything is automatically recorded by remote control. 


... Saves more than it costs—The flexible Mylar* magnetic recording belt 
can be used for thousands of dictations. It “wipes” clean in just one second, 


SEE ALL 


THESE YEARS-AHEAD FEATURES DEMONSTRATED 


nscription peiline by Siinonsnelin' 
amazing UNIMATIC remote-control microphone — 


ready for re-use. The day-after-day savings over costly ordinary one-use belts or 
records more than return your Commander investment. And only Comptometer 
guarantees these mailable belts for life 


... erases unwanted words —You will hand your secretary error-free dic- 
tation she will transcribe twice as fast and right the first time. Error-free because 
you can electronically “erase” any unwanted part of your dictation and replace 
with the new or correct thought—No extra correction instructions to add. And, for 
economy -minded offices, the same Commander unit can be used for both dicta 


tion and transcription. # Myler Dupont s trademark for its Potyester (iim 


IN YOUR OWN OFFICE! 


NEw! 


Viswatite Indicator 
Glows red when you 
dictate, flashes te 
green when you listen 
of trenscribe 


NEw! 
Remote indexing 
ily marks 

length of letter. 


New! 


Unimatic Remote 
Control Microphone 
fits paim of hand Two 
buitons contro! al! 
operations 


New! 


Sumplihed Mecorder — 
all operating controls 
are now on Unimatic 
microphone 


New! 


Conterence Recording — 


Listening Supersens 
we microphone pichup 
Latra loud volume play 
bach speaher 


new! 


Custom red input Vol. 
wme- Control can be 
pre edjyusted to your 
vows whether it's ex- 
tra loud oF extra soft 


NEw! new! 


Carrying handie Dual tpeabers 


New new 
Removable cover Lighter werent 


Modern devgn 


new! 
High Fidetety 


also 


Cc 


OPGING! Owl Tianhe Meh © 'o peed Amerson buwnen: by 


Com@tometer Dictation Div., Fel@& Tarrant Mig. Co. 1702 Marshfield St, Crhicage 27, 111 
Without any cost or obligation please arrange 


m 
Canada 


OMPTOMETER’ 


A predect of Fett & Torrent tq Co Chcege Wines Other fo 6 
Torrent preducts ‘he world tomeus Comptomete: Adeng ( se atetng 
ond the nee (0 bey Comptagrapt 70] Com wtetng AdGng mertene 
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labels include Remington Rand Sate 
Cabinet Laboratory label and various 
U.L. and S.M.N.A. labels; also UL. 
T-20 and relocking device labels. Com 
bination and key locks available. 
The Schwab Safe Co., Lafayette, Ind. 
Line of record safes of various sizes 
and capacities, with various labels, 
The Shaw-Walker Co., \950 Towns 
end St., Muskegon, Mich. 


line includes insulated desks, posting 


Extensive 


trays and “Fire-Files”—equipment de 
signed for pointol-use record protec 


tion; some models accommodate ma 


[s\{C 


chme accounting records for storage 
at individual work stations. Cabinets 
include letter- and legal-size models. 
U.L. labels on all products. Interlock 
ing drawer fronts and covers, 

The Victor Safe & Equipment Co., 
Inc., Div. of Sperry-Rand Corp., 315 
Fourth Ave., New York 10. 


line includes safes, filing safes, and let 


Victor 


ter-and legal-size insulated files. Capaci 
ties from 1.42 to 41.75 cu. ft. Ul 
Class A, B, and C labels; correspondin, 
S.M.N.A. labels; U.L. T-20 and re 


locking device labels. Safes and filing 


STAPLING EQUIPMENT 


b 


For a LIFETIME of Dependable Stapling Service 


ACE STAPLING EQUIPMENT 
is extremely durable! We've built 
ONLY TOP quality machines 
for more than 25 years. In fact, 
25 year-old ACE machines are still 
giving dependable service, day 
after day. 

That's why ACE gives you the 
greatest value the Stapling Ma- 
chine dollar ever, bought! — It 
doesn't matter Whether you 


ACELINER.. 


World's finest Stapler. 4- 
way action . . |. Staples, 
2. Pins, 3. Tacks, 4. Hand- 
fastens. Smooth, durable 
plastic top in different col- 
ors. Loads 210 ACELINER 
Staples Number 2025. 


ace riter ace GTamoane 


ace ci.lirprece 


choose the gleaming, colorful 
ACELINER, or the oot costly 
ACE SCOUT. But, be sure that 
you always use ACE STAPLES 
for smooth, trouble-free per- 
formance. Then, too, the ACE 
STAPLE REMOVER is essential 
to remove any size staples quickly 
and easily. Your nearest dealer is 
pone to demonstrate the full 
ine of ACE Stapling Equipment. 


SOLD THROUGH DEALERS EXCLUSIVELY 


act eraries ace rare 


etwovees 


eK 4 
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safes have fourtumbler combination 
locks with offset spindle. 

York Safe & Lock, Canton 2, Ohio. 
Insulated files (letter, legal, check, tab 
card, etc.); I-hr. U.L. label. Safes: 
various types and sizes; U.L. 1-, 2-, 
and 4 hr. labels. 

Errata 
“Duoprinter” photocopy equipment 

On page 58 of the March issue of 
Ovrick MANAGEMENT, manufacture of 
“Duoprinter” photocopy equipment 
was erroneously attributed to the Duo 
photo Corp. This equipment is made 
by the Duoprint Corp. 236 Fifth Ave., 
New York |. 

Typewriter s 

In the list of typewriter manufactur 
ers on page 120 of the January issue, 
the following name was inadvertently 
omitted: American International Of 
fice Equipment Co., 7940 W. Third 
St. Lee Angeles 48. 


Books and Pamphlets 


Automated Data Processing 
Moore Business Forms, Inc., Niagara 
Falls, N. Y., has published a book 
called 
The authors define automated data pro 


Automated Data Processing. 
cessing (ADP) as “the continuous and 
integrated operation of data process 
ing using automatic machines.” They 
fee] that this term is more de riptive 
of current developments than such 
others as “electronic’’ or “integrated” 
data processing. The book discusses 
the common language concept, the 
means of setting up an ADP system, 
design of forms for ADP, and in 
cludes a_ section describing specific 
various manutlacturers 


and their uses in ADP. 


equipment ol 


Short Courses for Management 

Guide to Short Term Courses and 
Seminars for Management, compiled 
by the American Management Associa 
tion, 1515 Broadway, New York, is 
available to business executives from 
AMA on a complimentary basis. The 
guide lists and describes programs con 
ducted by universities, associations, 
professional organizations, and con 
sultants throughout the country, in ad 
dition to listing those sponsored by 
AMA itself. In general, the list covers 
such programs as are presented reg 
ularly; 


; 
non-recurring or irregularly 


scheduled events are not included. 


(To page 64) 
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She I, 


We saved upto 30% onclerical costs... 


by replacing stand-up files with Remington Rand electrified equipment 


Remington Rand continues in the fore- 
front of the trend to motion-economy, in 
American business. This is reflected in 
the design and development of these 4 
products, each of which has motion- 
economy features built in, 

Greater Productivity results because 


all walking and standing are eliminated. 


All records FLOW into position at the 


same level, directly in front of the oper 


ator in a perfect work-place arrange 
ment. Eye and body fatigue are reduced 
...unnecessary physical labor and drudg- 
eliminated. 


ery are 


Gone is the constant stooping and 


ad 
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Information 


. the 
reach and stretch for the higher ones.. 


bending to use lower drawers . 
with variable lighting, shadows and no 
place to work. With this electrified 
equipment, operators are always com- 
fortably seated with their work directly 
in front of them 

Improved employee relations follow 
from the better working conditions, Per 
sonnel turnover is reduced, resulting in 
staff 


substantial savings by reduction of 


a more mature, permanent and 


costly training periods 


Write Room 1522, 315 Fourth Ave., 
New York 10, N.Y. 


RAND RAT 
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Books and Pamphlets 


(Conunued ) 


Form Design 


he views of a number of British 
business men on form design have 
been expressed in a new report issued 
by the Office Management Association, 
Lid., 5% Victoria St., London S.W. |. 
The report defines the basic problem 
ind deals with form design in rela 
tion to the use of the form and the 
production of the form. Called Form 
Design, it is priced at 6. shillings 
(about 85 cents). 


Office Productivity 

karl P. Strong, Professor of Manage 
ment and Director of the Bureau of 
Business Research, The Pennsylvania 
State University, University Park, Pa, 
has written a new book entitled Hou 
to Increase Office Productivity. Mr 
Strong approaches his subject by point 
ing out that a work improvement pro 
gram consists of six basic steps, which 
he proceeds to define and describe. 
These are: (1) making job analyses of 
all clerical and supervisory positions, 
(2) determining and setting perform 
ance standards tor work pertormed, 
(3) improving job work methods and 
procedures, (4) training clerical office 


~ —_—e 


light penetrates... but you can't 
see through Speedmadler 


Speedmaster is a translucent master paper that is opaque to 
the eye, yet it permits light to pass through with ease. 


Ic has the appearance of a fine bond, yet it goes through 
direct print copy machines at a very high rate of speed co 


give you clean, sharp copies. 


It contains cotton fibers which give it the strength, perma- 
nence and feel of a fine rag bond. 


neenah 
paper 
company 
neenah, 
wisconsin 


Signature 


Please send me the tree 
folder Speedmallas Con- 
taining information and 
samples of translucent 


master papers 


Attach this coupon to your buwness letterhead and mai! to OM-3; 


neenah paper company, neenah, wis 
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workers in specific knowledges, skills, 
and attitudes, (5) establishing and ap- 
plying work incentives, and (6) im 
proving supervision at all levels. The 
book is published by Trico Service Co., 
1337 S. Garner St., State College, Pa 
Ir is priced at $2.75. 


AMA Publications Index 


Ten years of publishing activity by 
the American Management Association 
have been summarized in a_ booklet 
called The Management Index, which 
lists research reports, special reports, 
and other publications issued by AMA 
since 1945. The material covers a wide 
range of management activities includ 
ing office management, personnel, in 
surance, financial management, genera! 
management, marketing, manufactur 
ing and production, and packaging. 
Office management topics covered in 
the publications include work simplif 
cation, cost reduction programs, the el 
tect ot computers on office management, 
communications, planning the purchase 
of office machines, human relations 
programs, job enlargement, office sery 
ices, work standards, quality control in 
clerical operations, records protection, 
training of office supervisors, incentives 
programs, and the efficient use of office 
space. The index is available from 
AMA headquarters, 1515 Broadway, 
New York. 


Industrial Psychology 

Psychology of Industrial Behavior, by 
Henry Clay Smith, Associate Professor 
ot Psychology, Michigan State College, 
is offered by the McGraw-Hill Book 
Co., 330 W. 42nd St., New York, at a 
price of $6. This is a 477-page volume 
which deals with human behavior in 
both broad terms and speci details. 
Work motivation, job anxiety, psycho 
logical aspects of union-managemeat 
relations, job satisfaction and personal 
adjustment, and measurement of work 
er satisfaction and productivity are 


among the subjects discussed. 


Computer Studies 


The three-year program of studies 
on computers introduced by Stevens 
Institute of Technology, Castle Point, 
Hoboken, N. J., last fall is described in 
a brochure available from the Institute. 
The studies cover the theoretical and 
practical aspects of computing devices 
and lead to the degree of Master of 
Science. Classes are scheduled for the 
evenings, and the program is designed 
to avoid conflict with normal employ 


ment 
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WHEN THE ULTIMATE IN “SEEING COMFORT’ 
IS YOUR STANDARD —there is only one choice... 


assed Sor se pale deg nests of. | 


ia busy executive—dramatically styled for 
office living. Sight Light is your 
Sperone ot the Bras Se tanin, — 3 


See your office furniture dealer or write for the Sight light story M. G. WHEELER CO., INC., ( 
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AMA— 


(From page 46) 


concerns unti! the 


This was true 
closing afternoon session on Tuesday, 
when Ralph C. Peck, controller, Gov 


ernminent 


Employees Insurance 


Washington, D. ¢ 


Co., 
*Solvy 
Problems through Sys 
tems Planning, 


disc ussed 
ing (jrowth 
and George Kozmet 
sky and Irving J. Lieberman, Litton 
severly Hills, Cal., talked 
on applications of a “Mathematical 
Model for 


tems. 


Industries, 


Integrated Business Sys 
The Monday afternoon presentation 
dealt with “Management Planning and 
Lockheed Aircraft 
jurbank, Cal. Five speakers 
Lax kheed 


pects of the “planning methods, tools, 


Control] at the 
( Orp., 
from outlined yarious as 
and control devices used to aid man 
agement in making better decisions.” 

The first Lockheed speaker, Dudley 
E. Browne, controller, said that wise 
planning and control were particularly 
needed in the industry be 
cause of the fluctuating nature of the 
market, 


aircratt 


Lockheed determined shortly 


after the war to try to stabilize the 


— 


_ To save time 


in the office 


Use THE 


DENNISON 


LINE 


AT YOUR STATIONER'S 


situation by extending and improving 
ils planning. 

‘J he company began by putting into 
effect a plan of decentralized operalions 
centralized 


under management and 


control, he declared. The company had 
Lockheed Air 


Lockheed 


Air Terminal. As separate corpora 


two basic units—the 


craft Corporation and the 
tions «ach conducted its own opera 
tions, including selling, engineering, 
purchasing, financial accounting, and 
industrial relations. Interlocking boards 
gave centralized contro] to the separate 


operations, 


One change good, one bad 


Lockheed, on that foundation, mad 
two basic changes, the first of which 
was good, the second bad, the speaker 
re lic ved 


said. Principal officers wer 


of many of their operating responsibil 
ities, leaving them free to devote more 


time to overall planning, This proved 


beneficial. The second change, a geo 


graphical scattering of work and 


workers, which the company under 


took in the name of decentralization, 
proved a mistake. The mistake was 
remedied by splitting off service tune 
tions trom 


manutacturing functions, 


and establishing a third Service Cor 
poration. Reactivation of an unused 
government plant in Georgia in 1950, 
gave the company a fourth major di 
vision. 

“Thus, by the summer of 1952, we 
had four operating divisions, Cali 
fornia, Georgia, Service and Terminal, 
working in one way or another unde: 
the guidance of one central manage 
ment group,’ the speaker _ said. 
“However, the members of that group 
were still physically located in the of 
hees of the California Division. Be 
cause of carry-overs from the past, 
members ot the group st lI had some 
responsibilities for California’s opera 
those 


tions. In circumstances, we 


feared that we were beginning to lose 


ig 
much of what we had gained in 1946 
and 1947. So, in 1952, 


last of our basic changes.” 


we siarted the 


These changes were relatively simple, 
according to the speaker: a sharper dis 
tinction between planning and operat 
ing responsibilities, a continuation of 
the trend toward decentralization of 
operating authority, full operating man 
agement staffing of the California 
Division. For administrative purposes, 


a changeover was made from running 


Say “Dennison” when you want the best in 
Addressing Labels + Mailing Labels + PRES-a-ply Labels 
Red Bordered Labels - File Folder Labels 


Mending Tape «+ Correction Stickers « Correction Tape 


Notarial Seals « Gummed Arrows, Stars, Dots, 
Reinforcements, Index Tabs + Index Divider Sets 
Coin Mailing Cards + Paper Fasteners « Key Tags 
Inventory Tags + Metal Rim Tags + Shipping Tags 
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MANUFACTURING COMPANY 
Framingham, Mass. 
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three square 


siitting 


half-round rattall 


Why does a carpenter need so many files? 


The nine files pictured dramatize one basic fact 
in carpentry: 

There are many types of rough edges, and to smooth 
them down takes a different file for each. 

Obviously, the carpenter has to be versatile and 
skillful in the use of each type of file. 

In a way, your Roytype salesman is like a car- 
penter, for he too is a master craftsman in 


smoothing down the rough edges in the operation 
of office equipment. 


And he is also versatile. He has at his command 
a variety of tools especially designed by Roytype 
to make hard jobs easier and smoother. 


His tools comprise a multitude of inked ribbons 
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for every type of office machine and many dif- 
ferent kinds of carbon paper . . . not only for all 
types of typewriters but also for all types of 
bookkeeping machines and duplicating processes. 

When you talk to him, you're talking to a de- 
voted expert .. . devoted to giving you the best 
job possible at the most economical price . . . and 
expert in applying his vast knowledge to your 
specific problems. 


RYA 


Roytype, «a department of Hoyal Typewriter Company 
Division of Hoyal McKee Corporation 


x 
ROYTYPE®... quality supplies 


for all business machines 
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ALL-AROUND STAPLING 


PERFORMANCE — 
INTHE OFFICE 


Model 

No. 202 

Standard 

HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 Ib. bond. 


4-WAY MACHINE 
Stapler, Tacker, Plier, 
Temporary-Permanent Stitch. 


Model No. P-98 

PLIER TYPE HAND STAPLER 
Compact, portable for stapling papers 
at files and other hard-to-reach places. 


LONG ARM aes oad 


Accessible to areas which ordinary 
Staplers cannot reach. 
Loads 210 Standard Staples. 


FILL IN COUPON AND MAIL 


Arrow Fastener Company, inc., Dept. OM 


1 One Junius Street, Brooklyn 12,N.Y. Jf 


J Piease send literature on staplers checked below: | 
No.2020 No.105Q No. P60 Long Arm ~ 


II nsicnssecnienobseconnivinininetonsonematebeocionnencsteinietig | 

COMPANY............... sunnbihiicmamntedienannmaiel | 
| Pe cececerssecsssotencssscesecstsncersenesanunnverencsvigbonncs | 

ciry. ZONE... STATE... 


Sctinensenianauentiinnas 
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the four divisions as independent units, 
controlled by interlocking boards, to 
running them simply as separate parts 
of an integrated whole. 

“Finally, we started to build what 
we now call our Corporate Offices,” 
the speaker declared. “In terms of per 
sonnel, these consist of our president, 
our principal vice presidents and their 
staffs. As a group, they handle two 
types of responsibilities: the planning 
and control responsibilities they have 
chosen to retain on the one hand, and 
the operating (like 
preparing Federal income tax returns, 
and raising money) they either cannot 
delegate or have chosen not to delegate, 
on the other.” 


responsibilities 


As Lockheed has worked under its 
new organization, it has become aware 
for the first time of many new prob 
lems that dealt 


must be with, the 


speaker commented. 


“For one thing we had been talk 


ing and using such concepts as ob 
jectives; plans; organizations; policy; 
procedures; methods and standards for 
many years. And we had been talking 
men; technology; property; plant and 
equipment; 


money, materials; mar 


kets; and public relations, too, But 
we had been doing so, more or less 


Now, 


in order to avoid ‘sub-optimization’ 


as unrelated bits and pieces. 
we are trying to bring them into co 
ordination, into one harmonious 
whole.” 
Although 
ments in the Lockheed 


changes and rearrange 
organization 
for planning are still being made, cer 
tain basic rules are followed at pre 


sent, he said. 


“First, we have our general goals 
or objectives. These reflect decisions 
made at the time of organization. In 
accordance with those decisions, we are 
going to compete to satisfy human 
needs tor aeronautical goods or ser 
and, until they 


vices, are changed, 


nothing else.” 


Secondly, Lockheed has policies and 
procedures designed to meet specific 
objectives within these general goals, 
he continued. Thus, criteria for a 
“human need for aeronautical goods 
or services” would be Lockheed’s abil 
ity to meet the particular need well, 
and the volume of the need itself. 

“Third, we have our primary, ser 
vice, or line objectives,” Browne con 
tinued. We set these as far ahead as 
we can in terms of the specific kinds 
and quantities of goods and services 


we will compete to supply and the 
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specihic to hit in 


marks we will try 
the process. 

“Fourth, we have a second class 
ot policies and procedures; the poli 
cies and procedures required to guide 
the formulation of plans for the at 
tainment of specific objectives. For 
example, we have a number of poli 
cies we use to guide our decisions re 
garding make or buy.” 

These constitute Lockheed’s “prim 
ary or preliminary planning”, which 
in turn leads into its “master plan 
ning.’ This is achieved by briefing 
line personnel on the “line objectives”, 
and asking for an estimate from them 
of the work they will have to do 
to achieve these objectives, and the 
equipment they will need. 


sonnel are 


Line per 


asked to evaluate these 
needs in terms of organization struc 
ture; operating policies; operating pro 
cedures: workers: tec hnology; property; 
plant and equipment; tools; money; 
materials; markets; and public re 
These estimates are then all 


incorporated in 


lations. 
a master plan sum 
marized in the form of two statements: 
expected profits, and expected finan 
cial position. 

“With luck, objectives and requests 


yo out and responses return just once,” 


Elbe features 
America’s most complete line of 
" LOOSE-LEAF BINDERS 


Write for FREE BOOKLET 
No. 209 A on Binders 
for Marginal Punched Forms! 


ELBE FILE & BINDER CO., INC. 
Binders & Sales Aids tor Every Business Need 


FALL RIVER, MASS. 
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BUT, WHEN DID YOU LAST 
CHECK THE EFFICIENCY OF 
YOUR OFFICE PROCEDURES ? 


It is very probable that a Reynolds & Reynolds 
Business Forms Expert can cut overhead in 
your office procedures, Invite him to review 
your business forms and suggest improvement 
such as . . . combining several single forms 
into one pr part set... employing the 
advantages of No Carbon Required Paper. . . 


ra ii ft 


\ PRODUCTION CHART 
5 fs 


consolidating information to eliminate some 
forms or adding a copy to a present form to 
speed transactions in another department . . . 
to mention a few, 

Your Reynolds & Reynolds representative 
is ready to bring to you the benefits of his 
Business Forms knowledge gained a 
years of experience in helping increase office 
efficiency in many types of businesses. 

pay Done Reynolds & Reynolds representa- 
tive today . . . no obligation! 


OFFICES IN MOST PRINCIPAL CITIES 


THE REYNOLDS & REYNOLDS COMPANY 


LITHOGRAPHERS AND PRINTERS * BUSINESS FORMS SINCE 1866 


PLANTS: DAYTON, CELINA, OHIO; 
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TEXAS; LOS ANGELES, CALIFORNIA 
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C.C.MOKUM SOLVES ANOTHER 


COFFEE BREAK 


THIS -s°B/"—- 
5 MINUTES, ENDLESS PREPA 
AND COFFEELL ) RATION FOR A 
BRE READY COFFEE BREAK 
IS WHY PRO- 
DUCTION’S DOWNS’ 


C.C ("COMPLETE CONTROLIMOKUM 
IS TH’ NAME AN’ CONTROLLIN’ 


COFFEE. BREAKS IS MAH GAME/S 
a . 


iy E-LIGHUS KWIK-KAFE’ 
COFFEE IS SARVED PROMPTLY. 
FUM TH’ RUDD-MELIKIAN 
COFFEE DISPENSER /’- \T'S 
ALLUS GOOD, AN’ ALLUS 
READY.”" 


© Cano 
Hample, Inc 


In office or plant, wherever the coffee-break is 
a problem, Kwik-Kafé's “complete control” 
provides 4 tailor-made solution: delicious 100% 
pure Kwik-Kafé coffee, conveniently served 
on the spot from a dependable Rudd-Melikian 
dispensing unit; also hot chocolate and a 
variety of other beverages. Employees enjoy 
Kwik-Kafé, It keeps them on the job 


Browne told the audience. “Without, 
they giay shuttle out and back several 
times.” 

Lockheed follows a “ten year plan” 
the speaker said, but regards each 
years ten year plan as a series of 
ten one-year plans. Thus, the plan 
for 1966 that is drawn in 1956 will 
be roughed out generally, and then 
refined in detail as the time draws 
nearer for it to materialize. Once basix 
decisions have been made, the detail 
decisions that follow in the extensive 
development of the plan are left main 
ly in the hands of operating personnel, 
he said, 

His company now believes that 
control is simply the complement of 
planning, Browne declared, that with 
out planning there is no hope of 
achieving control. 

“Hence we emphasize that we must 
lay and maintain the bases for control 
as we plan,” he concluded. We must 
lay the bases for all controls as we 
plan at the center. And we must 
preserve these bases as we move from 
general to particular at the edge. Ac 
cordingly we try to be prepared to 
set control in motion the moment we 
activate our plan. And after we have 
set it in motion, we watch to see 
that it works.” 


Detailed plans described 


Following the overal] picture of Lock 
heed reorganization drawn by Mr. 
Browne, the other Lockheed speakers 
spelled out details of the company’s 
management planning and control 
functions. George A. Steiner, Senior 
Economic Adviser, Development Plan 
ning, stressed the absolute necessity of 
firm long range planning in an indus 
try where lead time between the con 
cept of a new plane, and the actuality, 
can be as long as ten years. During 
those ten years, he pointed out, a great 
deal of the company’s resources can 
become committed long before any pos 
sible income can be anticipated from 


the new model. 


Under these circumstances, he de 


clared, hit or miss decisions are ob 


i eC reizite ruc ee a, ae viously impossible. \ master plan tor 
| RUDD-MELIKIAN, INC. IK) | at least a ten-year period is essential. 

| Hatboro, Pa. A A | “Our plan contains three essential 
| Please send me a copy of booklet (66 explaining how : elements,” he said. “First is a de 

| to contro! the coffee-breah with R-m dispensers | tailed forecast of probable sales. Sy 
| Name l detail I mean projection of specifi 

| Firm | models ol airplanes and other products 
Steet in units, time, and dollars.” 

1 city —_ State | A similar detailed projection — is 
beeen an asanenenanenasesanesunanament made of the fixed capital investment 
70 For More Information From Advertisers Use Readers’ Inquiry Coupon 
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necessary to meet the projected sales 


level, as well as research and develop 
ment facilities necessary to meet the 
required level of technical competence. 

The master plan is under the con 
trol of an Administrative Committee, 
which has in turn delegated a wide 
range of authority to the Comptroller 
and Director of Development Planning, 
who head a Steering Committee fo: 
the plan. 

The detailed guides and assump 
tions worked out within the mayor 
objectives of the plan are worked out 
by the central office staff, and are re 
viewed by the Steering Committee, the 
operating divisions, and‘ top manage 
ment. Once approved by the Steering 
Committee, the assumptions become 
operating guidelines. 

Here the speaker used slides to 1! 
lustrate the forms sent to the divisions 
for detailed estimates of fixed capital 
investment requirements for a new 
project. The forms require specific 
figures tor yearly costs, existence and 
location of available facilities similar 
to those needed for the project, how 
much floor space will be vacated if new 
facilities are used for the project, etc. 

“With basic guidelines, the operating 


divisions, along with the central cor 


How To Get Things Done 
Better And Faster 


> 


“CRU IIL 
 Qapenmenasenadige >: 
~Bar 


BOARDMASTER VISUAL CONTROL 


Gives Graphic Picture — Saves Time, 
Saves Money, Prevents Errors 

Simple to Operate—Type or Write on 
Cards, Snap in Grooves 

Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

Made of Metal—Compact and Attrac- 
tive. Over 60,000 in Use 


Full price $495° with cards 


24-PAGE BOOKLET NO. G-500 
FREE Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 
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Someone Has Dreamed 
About it if it’s a truly 


fine office—and carefully 
@ considered flow of work, 
WL L, V// C Ny CE relationship of work areas, 
even the desirable proximity of 
divisions. Then he put those plans 


on paper and did it so easily because 


D he had at hand a Security Plan Rule. 
DOESNT He Has Provided a finer office too, if he 


has specified Security Crestline— 


JVUST HAPPEN 


desks, files and tables, available in a fine 
range of colors—for this superb equipment 
is engineered throughout for top efficiency 
and built for the practicality of life-time service. 


SECURITY STEEL EQUIPMENT CORPORATION 


520 Middlesex Road, Avenel, New Jersey 


Please send me your full color brochure and your Office Plan Rule 


SEND TODAY, on your letterhead, for a 
folder in full color showing the 4 superb Nome____ eine Wi ncnsieaneinanion 
lines—Crestline—T.D. Series—4 Leg Line— 
Versa Line—and the Security Plan Rule Compony — 
which will help you greatly, in doing a fine Address 
new office or rearranging now, for greater 
efficiency and satisfaction. City ___ —tone___Stote ___ 
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The only 
concern in the United 
States specializing in 
the manufacture of rag 
fiber Onion Skin and 
Manifold papers. 


Fidelity Onion Skin 
Clearcopy Onion Skin 
Superior Manifold 


Their use greatly re- 
duces Typing, Mailing 
and Filing expenses in 
connection with 


Thin Letterheads 
Copies 
Records 
Forms 
Advertising 


SEND FOR SAMPLES 


ESLEECK 


Manufacturing Company 
Turners Falls, Mass. 
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poration staff, are in a position to 
begin the third step in the planning 
“This is 


to produce the detailed analyses, data, 


process, Steiner reported. 


and related information concerning 
future projections and growth patterns. 
The divisions prepare basic informa 
tion in three main areas: probable sales, 
plant and equipment requirements, 
and balance sheet and profit and loss 
statements. While this work is mov 
ing along, the central corporation 
staff studies various problems assoc iated 
with these growth patterns from an 
overall corporate point of view. © 
major importance are financial, of 
ganizational, and plant locational pol) 
cies. 

“The process of evaluation then tol 
lows. It is not too hard to delineate 
major steps in evaluation. They are 
given on the chart as validation ot 
data inputs, aggregation of all relevant 
factors bearing upon a problem, ap 
plication of judgment to facts, and 
examination and choice between al 
ternatives., 

“Whatever the difficulties of ex 
position, recommendations and pro 
jections eventually flow from the eval 
uation process.” 

In discussing how the Master Plan 
fits into the range of management 
decisions, Steiner said: 

“Our Lockheed master plan seeks 
to support specific policy decisions 
that must or should be made in the 
year-term on matters considered with 
in the purview of the plan. For ex 
ample decisions about facility construc 
tion, plant location, and financial re 
quirements may be the subject of spe 


cific recommendations.” 


“The remainder of the plan then 
falls into the category of desirable, 
rational, or projected trends and pat 
terns, associated 


corporate polic ies, 


and sound growth principles. These 
serve as a background for decision 
making at all levels in the corporation 
They are a basic frame of reference 
for long range decisions made within 
and for the divisions. They help us 
to detect problems before they arise 
or become acute. They open up new 
horizons for further profitable inves 
tigation. They establish collective 
judgments against which various pro 
posed actions may be tested, by which 
management long range perspective 1s 
improved, and within which problems 
more readily assume their rightful pro 
portions.” 


(To be continued ) 


Reading— 
(From page 36) 


answers which state the details re 
lated to this main idea are as follows: 
(1) She worked 2 hours a day for 3 
years (The consecutive order of 2 and 
3 makes it easy to remember these 
two numbers); (2) Her salary was 
$1,500; (3) She collected $15,000 (The 
similarity ot hgures in the two num 
bers $1,500 and $15,000 and their 
relative proportion give you “handles” 
to take hold of in remembering them. 
At a glance you see that her salary was 
only 10 of her collections): (4) A 


commercial collector would have 
charged '4 of the total collections 
($5,000). The fraction '; is a num 
ber that you will have no trouble at 
all in recalling. It adds to the mean 
ing of the paragraph if you convert 
“', of total collections” into dollars. 
And = after through — the 


thread of thought to this point, you 


following 


will probably want to subtract Mrs. 
taker’s salary from the sum a com 
mercial collector would have charged 


and tind out for your own satistaction 


how much money she saved her firm. 


filing : 
with : 7 
G/W EVERYDAY* j 


_ CORRESPONDENCE SORTER 


Sorting daily correspondence for fil- 
ing or distribution becomes a breeze with 
the G/W correspondence sorter. Use it as a 
personal file, too. Handsome midnight blue, 
leather-like grained binding. 20 compart- 
ments with index tabs. File is 10” by 12” 
letter size. 

See your G/W dealer or write us for 
full information Dept. G5 
(*Reg. US. 
Tredemark) 


CINCINNATI 12, OHIO 
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Odor 


is eo, 


firkhem wistallation on central au conditioning system 
1ir quality control is standard practice for many firms 


How you can add Quality Control 
to treatment of indoor air 


First there was indoor heating, next cooling, then humidity con 
trol. Now Airkem adds a fourth dimension—air quality control 
Airkem formulations introduced into the air conditioning system 
effectively control odor conditions often found in enclosed areas. 
Airkem kills the odors of cigarettes, food, clothing countless 
others—that cause staleness and make indoor air less attractive 


Crowded conditions, poor air circulation and the tendency of 
odors to cling to surfaces, make the neutralizing of odors impor 
tant to business. Odors, even in small traces, create the impression 
of stale, tired air. Employee efficiency suffers, customers are less 
receptive. When Airkem treatment is used, the air takes on a 
cleaner, fresher feeling. People are happier; they become better 
workers, better customers. 


The Airkem equipment shown above is for large areas with 
central air conditioning systems. It consists of a storage tank, 
pump, vaporizer and timing mechanism. Other units are available 
—_ for use with package air con- 

. ditioners; and there are self- 


NG Odor Control is a Profit Builder for 


os ¢ insurance companies, motels, rest 
homes, hospitals, ore processors, 
and many other industries and 

a institutions. 
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contained units for use without air conditioning. Airkem installa 
tions are used in large central and private offices department 
stores, hotels, restaurants and bars—in every location where air 
quality can affect efficiency or sales. 


Airkem, Inc. is an international organization devoted exchusivels 
to odor control, They are manufacturers of a complete line of 
sanitation products incorporating odor control action. Industrial 
formulations include product additives and « ompounds to control 
atmospheric odors created in produc tion or waste disposal 


Mail in coupon for additional information or free survey 
ccc ------ 
AIRKEM, INC., 241 East 44th Street, New York 17, N.Y. 

Send me information on 


f 


Air quality control Sanitation products 


Industrial applications Product additives 


[) Have Airkem Field Engineer call 
Name 
Company 


Address 


( ity Jone 
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‘Sten Up Efficiency 
CUT DOWN 


COSTS! 


with A Zz 
SEA FORM 
HOWL 


Modern office management de- 
mands the right materials to hit peak 
efficiency and economy in routine 
work. And smart management has 
found SEA FOAM the RIGHT MA- 
TERIAL in lightweight paper. 


Because it handles smoothly, lies 
flat and gives maximum number of 
copies at one typing, Sea Foam is 
the ideal sheet for increasing secre- 
tarial efficiency. 


Personnel prefer it, too, for all 
kinds of office forms. Sea Foam’s seven 
colors speed channeling of forms, 
reduce time-consuming handling. 


Secretaries and printers alike have 
long preferred SEA FOAM. You will, 
too. Next time you order second 
sheets, inter - office correspondence 
sheets, or multiple office forms, speci- 
fy SEA FOAM and economize while 
you step up efficiency. 


* 


For samples of SEA 
FOAM—-write on your 
letterhead, Dept. OM-2, 
Brownville Paper Co, 
Brownville, N.Y 


7 


SEA FOAM BOND 


As a result of your study and prac 
tice in building associations by noting 
relationships, you should recall the 
accurate answers to the detailed ques 
tions below with practically no effort 
at all. It is assumed that you are 
with this 


starting knowledge: the 


main thought of the paragraph is “Mrs. 


Baker 


Now test your recall of details: 


saved her company money. 

(1) How many hours per day for 
how many years did Mrs, Baker work 
for the firm? 


(2) What did she earn during that 
time ? 


(4) How much did she collect for 
the company? 


(4) How much would a commercial 
concern have charged to make these 


collec tions? 


(5) How much did Mrs. Baker save 
her firm? 

It is hoped that the two examples 
in A above furnished you with an in 
sight into techniques which will be 
helpful in reading and remembering 
detailed 


facts numbers 


involving 
Now you are ready for the next step 
practice in reading and remembering 
factual details in which no mention 
of numbers is made. In reading this 
type of material you should employ 
the same technique of relating the 
minor ideas with the major ideas and 
with each other. Identifying relation 
ships should always be a preliminary 
or an accompaniment of your con 
sciously directed attempt to remember 


what you read. 


The visualization technique 


In working with the paragraphs 
that follow, special emphasis will be 
placed upon visualization as an aid 
to recall. Visualization is a technique 


in which most of us have already 
gained a high degree of efficiency in 
general situations. We just haven't 
reached the point yet of applying this 
technique to the reading process as a 
means of fostering recall. As a start 
ing point in this discussion, an illus 
tration will be given of a visualizing 
experience which you probably have 
undergone, personally. Perhaps you 
have viewed a city park for the first 
lume trom a high floor in your hotel. 
It so, you probably took a bird’s eye 
view “snapshot” of the entire park, 
mentally. In your first glance you 
noted that as a whole the park covered 
about two acres and that it was given 
recreational which 


over to activities 


were located in different parts of the 
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park. (This corresponds to “the main 
idea” in reading.) You might have 
concentrated next on a lake in one 
section ol the park (corresponding to 
one of the important subordinate 
thoughts in reading) and noted that 
there were canoes on the lake and 
bathers in it (details belonging to the 
lake). You may have noticed also that 
another section of the park was given 
over to games, a second important 
subordinate), and that the game area 
made provisions for tennis, basebal! and 
quoits (details belonging to the game 
section). You may have noted that 
another section provided for picnick 
ers (a third important subordinate), 
and this section contained what you 
would expect such a section to con 
tain tables, benches and outdoor 


fireplaces. 


Turning from the window you, 
no doubt, could close your cyes and 
visualize this park with its sub-areas 
and the details that belonged in each 
one of them. Your understanding of 
relationships would enable you to pi 
ture the details as placed in the right 
setting; that is you recall 
boats in the game section nor an out 


wouldn't 


door fireplace in the lake section. You 


would readily 


associate details with 


file ... the case of the 
Vw! dissipated echo! 


poor soul just 
wasted away when 
he ran into a 
Soundex Partition. 


“ilies, 
i 
i 
' 


SOUNDEX 
PARTITIONS 


or SOAK UP NOISE 
LIKE BLOTTERS 
; SOAK UP INK. 

‘ Perforated surfaces 


plus acoustical core 
\ turns the trick! 
\ 


WRITE FOR 
FREE CATALOG TODAY. 


SRL Iie 


2417 EASTERN AVE., S. E. 
GRAND RAPIDS, MICHIGAN 
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...to take over the drudgery of office routine. Automation is 


coming to the office sooner than you think. Learn all about it at 


the National Business Show. This year far bigger than ever—in 


the worlds’ largest and newest and finest exhibition hall... the 
New York Coliseum. 


NATIONAL BUSINESS SHOW 


New York Coliseum - October 15th thru 19th, 1956 - Columbus Circle, N. Y. 
Rudolph Lang, Managing Director 
33 West 42nd Street, New York 26, New York + PEnnsylvania 6-6760 
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COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 


COFFIELD 
EVERLASTING 


STO 


ORGANIZATION 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are all you 
need to keep your chart up to date. It's that simple! 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

* All Parts Are Movable and Re-usable 
* Selves Your Chart Problem Forever 


Write for Free Mlustrated Folder 
with Vriee Sehedule No. OM-2 


MANAGEMENT CONTROL CHARTS CO. 


1731 M. WELLS Sr. CHICAGO 14, ILL. 
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the area in which they were meaningtul 
and appropriate 

If you will apply this same visualiz 
ing tec hnique to separate paragraphs 
and later to entire articles in reading, 
you will find that it is very beneficial 
to you in recalling detailed facts. 

In reading, however, major “areas 
and their details, clear-cut relationships 
and associations are not so apparent as 
in viewing a park. You must work out 
these relationships and organize them 
into a total structure bared to its min 
imum essentials; and then visualize 
this stripped-down structure, 

In working with the next practice 
paragraph your first guidance will be 
directed toward establishing the 
“stripped-down” structure; then you 
will be given help in recalling the de 
tails through visualization 

Now read the paragraph below. 
Find the main idea. Find two other 
ideas of next relative importance which 
are used in expanding upon the main 
idea. Each of these two larger sub 
ideas in turn has several detailed facts 
which cluster under it. So you need 
to Brasp these details in Cach case m 
relationship to the larger sub-heading 


to which wt o4s related and also im re 


> Be Seated... pleased! 


Cramer ones 
pone hata 


Wonderfully comfortable, at home in 
the smartest surroundings, and made 
for such very long service that 

they actually cost LESS per year of 
use! Phone your Cramer dealer or use 
coupon below for free demonstration 

at your convenience. 


ENGINEERED --- not just “built” 


1—Spring-mounted foam-filled back rest. 


2—Exctusive patented 
foam -filled seat cushion. 


4—Easy seat height and 
back adjustments 


3—Free-moving swivel; 5—Wide choice of easy- 
can't wobble or stick. to-remove fabric covers 


3 


Please arrange a free demonstration of 
; | Aluminease chairs in my office. 
Name ; 
| EE 
| Dept. OM me 
POSTURE CHAIR CO., INC. |! 
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[CRAMER POSTURE CHAIR CO., Kansas City 6, Mo 


lationship to the total topic—just as you 
would view a park in terms of its separ 
ate areas and the details that belong 
to €ac h one, 

If you read tor the purpose of dis 
cerning the above pattern, you should 
have no difhculty in filling in’ the 
outline, although you may have to 
reter back to the paragraph lor sore 
of the details. 

“Public industries are much less im 
portant in the United States than in 
some other countries. In several 
kuropean countries, and in Australia, 
New Zealand and Canada, the govern 
ment, national or state, operates some 
or all of the railroads; in France and 
several other countries the government 
conducts the tobacco industry as a 
stale monoply ; and Various cities 
throughout the world operate some or 
all of the public utilities. Our federal 
government has no important indus 
tries, except the post office, certain 
types of banks, and a few giant hydro 
electric plants, including Tennessee 
Valley Authority, and the Boulder and 
Grand Coulee Dams. None otf these 
were established for the purpose of se 
curing revenues, in tact, most of them 
were unattractive to private enter prise 

a common reason tor government 
operation.” (Ise, John, Economics, Har 
per and Brothers, New York, 1946, 
p- 482.) 

Write answers to the questions be 
low in as few words as possible 

1. What is the main idea? 

2. What are the two major sub 
topics, and what are the details be 
longing to each of these larger sub 
topics? (Reter back to the paragraph 
it necessary.) There are three significant 
details in one subtopic; four in the 
other. 

Check your answers with the key 
below. The wording doesn't necessarily 
have to be exactly the same as long as 


the thought is similar 


KEY 

1. What is the main idea? Public 
industries are less important in the 
United States than in some. other 
countries, 

2. What are the two major sub 
topics and details belonging under 
each? 

\. European countries and publi 
industries controlled by the govern 
ment. 

(1) Australia, New Zealand, Can 
ada railroads 
(2) France, several other countries 


tobac co 
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FREE 
Bonus OrFeR'! 


Puannine 
is 
Business 
Pour 


BRINGS YOU HUNDREDS OF 
PRACTICAL, TAX-SAVING IDEAS 
IN THESE IMPORTANT AREAS 


Timing Income and Deductions for the 
Right Years 


Acquiring New Facilities; Research on 


New Products or Processes 


Employee and Executive Compensation 
Arrangements 


The Quest for “Capital Gains” and Other 


Low-Tax Income 


Stockholder Relations — Dividends and 
Stock Reacquisitions 


Organizing and Reorganizing Companies 
Winding Up Companies 
Making the Most of Losses 


Doing Business as a Corporation, 
Partnership, Joint Venture, etc. 


Behind the Tax Administrative Scenes 
Planning the Businessman’s Estate 


Tax Changes Slated for 1956 


MAIL THIS COUPON TODAY TO - 
RECEIVE YOUR FREE COPY OF 


TAX PLANNING IN BUSINESS POLICY 


For More Information 


Send For This Valuable Free Book 
As Your Introduction to Sound 


Accounting and Tax Help in Your Work 


Now you can get expert guidance in your business tax planning 
and it will cost you nothing! 

Tax Planning in Business Policy is being offered as a special free 
bonus to new Journal of Accountancy subscribers. This 150-page book 
is drawn from the American Institute of Accountants’ recent tax confer- 
ence for business executives. In it, some of the country’s leading tax men 
show you—in easy-to-follow question and answer form —how to make 
tax-saving business decisions under the present Revenue Code. 

These experts tell you what procedures and techniques are most 
sound, what pitfalls you should avoid. And every point is illustrated by 
means of actual examples, in non-technical terms. 


You can get a free copy of this important book (originally published 
at $2) by ordering a new subscription to The Journal of Accountancy 

When you subscribe to The Journal, you will be joining more than 
80,000 of your colleagues (over 20,000 of them in commerce and indus- 
try) who use The Journal of Accountancy each month as a source of 
current information on accounting and tax developments. 

You will profit from The Journal of Accountancy’s comprehensive 
news coverage, from such practical regular features as The Tax Clinic, 
Today's Business Trends, Current Accounting and Auditing Problems, 
What to Read This Month. And you will benefit from stimulating articles 
which reflect the thinking of leading accountants and executives on sub- 
jects of current interest. 

The Journal of Accountancy — ee 
is the logical way for you to keep 
pace with today’s fast-breaking 
accounting and tax developments. 
And now is the logical time for 
you to start reading it regularly - 
and receive your free bonus copy 
of Tax Planning in Business 
Policy. 


ie Jusinms oF ? 


CCRT RTASUNG 


’ 
RES tee: Toe . 
! V sempre ‘ 
Tic Hoe . 
i oe an Beye 


Dept. OM-1 


THE JOURNAL OF ACCOUNTANCY 
270 Madison Avenue, New York 16, N. Y 


Please send me a free copy of your new book Jax Planning in Business 
Policy and enter my subscription to The Journal of Accountancy 


[} One year, $7 Three years, $18 


name 


company (if part of mailing address) 
(0 Payment 


enclosed 
address 


() Please 


bill me 
title of position 
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(3) Various cities in the world 
public utilities 
BK. Our government has no import 
ant industries except 
(1) Post othe 
(2) Certain types of banks 
(3) A few hydroelectric plants 
(4) None of these yield revenue 
Now that you have extracted the 
essence of the paragraph, proceed to 
use the visualizing technique in fixing 
major thoughts and minor details in 
your mind. ‘Take a “snapshot of the 
outline, Look at it carefully. Now 
close your eyes and try to see it in its 
entirety 
You probably had ho trouble in 
“seeing” the larger “areas” (Main 
thought and the two larger subordi 
nate thoughts). But could you enum 
erate all of the details under the two 
important sub-ideas? Did you, for ex 
ample, forget the names of some of 
the countries? If you could not sup 
ply all the details, take another “snap 
shot” of the particular cluster of de 
tails in which there were missing facts. 
Concentrate ¢ ped ally on the ones that 
you forgot, Then look at the entire 
group again notin those particular 


facts in their relationship to the others 


with which they are associated. Now 
close your eyes and see if you can vis 
walize the entire outline with all its 


details, correctly and completely You 


: 1 , 1: 
should ye complete y successful this 


time. 


Technique becomes automatic 


Perhaps at this point you are saying 
1 don't have time tor ill of that. 
Again let me warn you that you wont 
have to do “all of that” after you have 
practiced these tex hnique } Eventually 


you will be able to apply all these pro 
cedures mentally and rapidly. 

In working with the following para 
graph you will not ee piven study 
helps and explanations. You will be 
more or less on your own with nothing 
more than essential directions and a 
paragraph outline 

Read the next paragrph. 

Fill in the outline. 

Check your completed outline with 
the key. 

Correct your outline 

Visualize the outline 

See if you can reproduc e all details 
by referring to your mental picture. 

“Gradually men have learned by ex 


perimenting that air is a real substance, 


PEIRCE DICTATION 


costs you 


nothing to use 


WITH LIFETIME MAGNETIC BELT 


Your Choice of Dictating, 
Transcribing or Combination 
Machines—On Rental, De- 
ferred Payment or Outright 


Sale. 


Get Complete Details Now 
—clip this to your letterhead. 
Peirce Dictation Systems, Inc. 
5900 Northwest Highway Chicago 31, Ill. 
More Than 200 Dealers in U.S. and Canada 

Peirce Magnetic Belt—Dupont Mylar 
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that it has weight, that mt exerts pres 
sure, and that it 1s compressible. They 
have learned that it expands when 
heated and contracts when cooled. 
They have also learned that air has 
inertia. It offers resistance to being 
moved. This knowledge of the air has 
made possible the invention of instru 
ments to measure alr pressure and 
pumps to compress it. It has made 
possible the invention of pneumatic 
tires, air engines, blast furnaces, 
vacuum tanks, balloons, dirigibles, air 
planes, and a great many other ap 
pliances While we know a great deal 
about the atmosphere, many possibili 
ties remain, and there is much still to 
be learned about air.” (Davis, Ira ¢ 
and Sharpe, Richard W. Science, Hen 
ry Holt and Company, N. Y.; 1943, 
p 45.) 
What is the main idea? 
List the properties itemized under 
this main idea (7) 
List the inventions made possible 
(7) 
KEY 
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Now you have the “stripped-down’ 
tructure before you. The processes of 
irriving at a clear-cut unc rstanding ol 
Important and minor ideas and listing 
details in their respective relationships 
should have Impre ssed the information 
on your mind, fairly well. As a final 
‘clincher’ practice visualizing the out 
line. Survey it in its entirety as you 
would in trying to get a bird’s eye 
view of a park Then look « irefully at 
the two larger sub-headings and the 
details that naturally belong with each, 
ind try to see the entire picture. Con 
tinue to practice until you recall all 
details accurately. 


(To be continued ) 
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Benefits— 


(From page 26) 


There is one major and critical dit 


1 j | 
ference between the two plans In 


surance companies un ler the laws of 


Ne Ww y ork State 


insurance 


(which every major 
company tries to meet In 
order to | bl » do business in 


New York) are 


investment in common stocks to three 


forced to limit their 
per cent of their funds. \ pension 
fund under a trustee can be invested 


in any securities which its adminis 


trators choose. 


And obviously the majority of good 
common stocks increase in value dur 


ing an inflationary period, while 
bonds, the traditional insurance com 
pany holdings, do not. 

Thus, 


secing the effects of 


more and more COMpanies, 
nflationary pres 
fixed seemed 


sures on pensions that 


more than adequate only a tew years 


ayo, are turning to the trusteed type 


ot plan, or to a combination plan in 
which part of their pension funds are 
dolla; 


giving 


insured, guaranteeing a_ fixed 


income, part are invested, 


income, 


Have You Heard About .. Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage 
— FILES 


Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-—smooth, staple-free 

fronts make them suitable 

even for ‘front-office’ use. 

Available in letter, legal, 

check, deposit slip, tab card 

and many other sizes. 
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This trend will undoubtedly be ac 
Treasury Ds 
Manu 
New 


celerated by a recent 
partment decision giving the 
tacturers Trust ( ompany, ol 


real 


York, permission tO pool a Pg 
{ 


ber of company pension unds into 


! 
one massive trust tund Previously, 


the assumption had been that each 


individual 


a bank acted as trustee 


company tund tor which 


had to be in 


- 
vested separately This naturally re 
he range ol 


stricted | nvestinent pos 


sibilities for small compamies witl 
limited amalgamating A 


funds. By 


number of such small individual tunds 


into one large trust fund, the banks 


are now in a position to make widely 


diversitied investments benehting 


and protecting to a preate 
all the participating companies 


By © = Saliie token, rhe rise Ol the 


variable pension plan has driven the 
nation’s leading 


msurance compan . 


which 


want the insurance laws changed to 


1 
into a struggle between thos 


permit OMMONn slow k nvestinent so 


that they too can offer variable pen 


sions, and those which believe that in 


surance companies should stand by 


their traditional policies of estment 
only in bonds, real estate, mortgage 
it should mean a continu 


pension fun Is 


Wh it are the 


ic ension’ 


} 


ing loss of 


irnguments lor a Vari 


Hlow re table 1 | a 


Ihe group with the most extensive 


experience in the 


lty nembers of ral 


\ 
field consi ol the 


hundred 


| , ; 
Amer olleges nd ouniversity 


Their year old retirement plan 


ind Annui 


lation, has been run 


the ‘ rs Insurance 
Asso ilony the 
the traditional insured pension 


nvestment in ile yond 


ment of a txe 1 income on ret 
And over the fifty year period 
crs saw 
alue 
steadily 
It occurred to the faculty nber 
reflect lar nore 


defla 


nfluence than ¢ ond ind 


that common tock 


faithfully either nflationary 


tionary 


that it m ght be worthwhile to ik at 


r t a part ol funds in 


tne 
} i I 


these tocks. That w um ptlion 


To test its validity, t hers grouy 


went to the year when the Teach 


Annuity Association 


hy ired out 


In iranee ind 


was founded, and what 


would ha c happened had its fund 


} 
that time been invested, not entirely in 
but half in bonds, hal! 


bonds, n good 


common stocks. They projected these 
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Smith’s 
OPNWIN 


Steel Guides 


The only quide that stays firmly in place on 
acetate cover sheets in your sales manuals, 
catalogs. et ye! can be moved quichly 
and easily if you want to change the index 


nq Enables sales personnel to tind instead 


57 Se) 
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y . L 
Inserting label 


of fumble 


- 
} 
- 


sees 'o save time om 


Hundreds of other office a 
} 


prove filing Available in 


1 or 2) widths; packed 


25 to bos with labels in a 
strips for easy typing (> 
Also alphabetic labels to . 
200 subdivisions = 
« 


J 4 
PmAttaching quide 


See your office supply dealer or write 


CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


For more than 50 years a complete line 
of time-saving signals and indexes 


i“ ‘ 


figures over the intervening period, 
assuming that all payments into the 
fund had been split according to this 
ration. And they worked out the in 
come the fund would have provided 


had this been done. 
Income follows living cost 


The result: the income from this 
type of combined investment would 
have adjusted itself very closely to 
the variations in the cost of living 
When 


prices were low, and stocks were low, 


during the fifty-year period 


the fixed would 


payment Income 
have balanced out the losses on 
common stock. When prices and stocks 
were high, the stock earnings would 
have balanced the lowered purchasing 


power of the fixed dollar annuity. 


The teachers were convinced. They 
established a secondary organization 


known as the 


College Retirement 


Equities Fund. This acts as a trust 
fund, investing the accumulated capi 
tal paid in by a large number of 
teachers in a wide range of sound 
common stocks. All members of the 
Teachers Insurance and Annuity As 
sociation now have the privilege of put 


tiny either a quarter, a third, or as 


copy 
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much as one half of their pension pay 
ments into the CREF, the balance go 
ing into the regular Teachers Insurance 
fixed annulty plan. 

Thus, the teachers’ plan is actually 
a combination of two types ot invest 
ment. A teacher placing half his pen 
sion payments in the College Retire 
ment Equities Fund buys a varying 
number of units or shares in the fund's 
total assets with his fixed monthly 
payments, since the fund's total value 
fluctuates. If he’s contributing ten 
dollars a month, his ten dollars may 
buy one unit one month when the 
total cash value of the stocks held by 
the fund is one figure, less than one 
unit when the total value of those 
stocks rises, more than one unit when 
their value falls. 

When the teacher is ready to re 
tire, he thus has accumulated a cer 
tain number of units in the total re 
sources of the fund. He begins re 
ceiving “annuity” units back from the 
fund—a certain fixed number of such 
units each month for life. As the 
total cash value of the stocks held 
by the fund fluctuates, the cash value 
ot each of the units he receives each 
month will fluctuate. Therefore his 
total monthly cash income from 
CREF will fluctuate. This is the vari 
able portion of his annuity. But in 
combination with the fixed dollar in 
come trom the Teachers Insurance and 
Annuity Association, which is fol 
lowing regular insurance investment 
principles, he is assured for life of an 
income which will adapt itself rather 
faithfully to actual living costs. 

As costs drop, the value of this 
“annuity units’, based on common 
stock investments, will drop, but fixed 
income will act as a balance wheel. As 
costs rise, so will the cash value ot 
the annuity units. 

Or so the teachers believe. 

They have plenty of company. A 
constantly Increasing number of lead 
ing American companies seems to 
agree with them. More and more of 
the tremendous accumulation of cap 
ital in pension funds is being plowed 
into the variable type of program. 
Most companies are following the lead 
of the teachers—establishing a combin 
ation plan in which both fixed dollar 
income and variable income play a 
part. But the day of the pension pre 
dicated wholly on a fixed dollar in 


come seems definitely to be waning. 


And it seems inevitable that as the 
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trend toward the variable pension 
grows, the possibility of every com 
pany, regardless of its size, being able 
to offer such a plan to its employees 
Already the 


banks 


pension 


will grow accordingly. 


Treasury decision permitting 


to pool a number ot small 
funds into one large one offers new 
scope to the small Com 
stock 


safer when a widely diversified range 


company. 
mon investment will be tar 
ot stocks can be purchased—and only a 
large fund can purchase a wide range 
of stocks. Moreover, the bank's tees 
for handling a pension fund have often 
taken a deep bite out of a small tund’s 
earnings. By pooling a number ot 
funds, the service charge to each par 


uicipating company can be cut sharply. 


T his is one recent development that 
will undoubtedly make common stock 
investment for pension funds more at 
tractive to companies which have not 
been able to consider it up to this time. 
Another is the pressure by many lead 
ing insurance companies to have state 
laws changed so that they too can 
invest funds in 


a portion ot pension 


common , stocks, and thus be in a 


position to set up variable pension 
plans for interested companies. Al 
ready bills have been introduced in a 
number of state legislatures to change 
restrictions 


the investment governing 


insurance companies. So far, none olf 
these bills has passed, but the number 
ol insurance companies lining up be 
hind Prudential, leader in the battle 
to have the laws changed, is growing; 
laws may well be altered in at least a 


few jurisdictions quite soon. 


One devoted 


solely to writing variable policies has 


insurance company 


already been established in Washing 
ton, ID ( 


stringent. 


where the laws are less 


Insurance entrance probable 


Whatever the outcome ot the present 


struggle (and there are many lead 


inv imsurance COM panies yust as de 


ta] 


termined to hold the present laws as 


Prudential is determined to have them 


changed), it seems fairly certain that 


nsurance COM panies will sooner or 


later be represented in the variable 
| 


annuity fheld—even if they have to 


hve Ta : ' 
“ newiy organized xroups such as 


And this 


factor, together with the banks’ power 


the Washington organization, 


adds up to one 


considering 


, 1 , 
to pool small tunds, all 


result for the cCOMpany 


insurance and pension 


| protection tor 


MAY 


1956 


its employees: variable annuities will 


be much more easily and readily 


available to interested companies ot 


every size than they ever have been 
betore. 
trends 


These are the two major 


discernible today in the continuing 


growth of the “tringe” benefits which 
leading companies are offering thet 


employees today—treedom trom tear 
of the crushing financial burden of long 
trom tear of a 


term illness, freedom 


hopelessly inadequate retirement in 
come, 

Few benefits could be more import 
ant. And today, it is possible tor every 
smallest, to 


company except the very 


offer these benefits to its employees 


Morale— 


(From page 37) 


development of new equipment and 
methods. Too often proper training of 
employees to help them keep in step 
will tall behind in any office. Making 
certain that this point is covered in 
every such survey is of vital importance 
today. 

Does she teel that her job 1s imnport 
studies have revealed 


ant, Scores ot 


Vibration's fine 
for breaking 
concrete... 
bat it's out 
of place ina 

business office! 


ARE YOU HAVING VIBRATION TROUBLE 


WITH HEAVY OFFICE MACHINES? 


Usually it's the stand...net the machine! 
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super rigidity of 
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— Are filing cabinets gobbling up 
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— Are crowded files ruining 


filing efficiency? 


— Are additional cabinets costing 
unplanned for expense? 
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that this factor is at the top of the list 
in determining the extra effort an em 
ployee will put forth on the job. It 
the feeling is negative we can be as 
sured of only enough effort expended 
by the individual to hold his or her 
job. None of us do our best on any 
task we feel is not really important. 

How much does she know about 
the overall activities of the firm? 
Strangely enough, surveys will reveal 
a lack of such overall knowledge in 
even the smallest office. They also 
point up that the more each employee 
knows about the activities of the com 
pany outside of his or her department 
the better fitted he is to give top per 
formance at his own job 

Is she proud to be working for your 
company? When the survey shows up 
even a small percentage of negative 
answers to this query it is time for 
management to find out the reasons 
and set about immediately to correct 
them. A perfect employee who has 
little pride in the company is seldom 
of any value to the firm. 

What does she think of her working 
conditions? Too many top executives 
depend on supervisors for the answers 
to this question. Only on rare occa- 


sions can these individuals give us the 
answer as to how employees actually 
feel, for they must view working con 
ditions from a different perspective 
than the people under them. Where a 
high percentage of negative answers 
are received to this query it is advisable 
to follow up immediately with a check 
up on this one point alone. 
Watch percentages closely 

Does she think favoritism exists 
here? A certain percentage of “yes” 
answers will always be received no 
matter how low favoritism may ac 
tually be in your firm. But when the 
percentage of “yes” answers climb to or 
pass the half-way mark then it is in 
deed time for top management to look 
into this situation very closely. 

What does she think of the extra 
activities program? Such a question 


should be followed by a “yes” and “no” 
check on each of such extra activities, 
including insurance, recreation, etc., 
offered employees by the company. A 
service that is received favorably by 
only a few employees hardly justifies 
continuance and since reactions to these 
change from time to time a favored 
activity of yesterday may be entirely 
unwanted today. 


FOR ALL YOUR NEEDS IN 


— GUIDES © 


Does she teel she has a chance tor 
advancement here? This is another 
point of vital importance in obtaining 
extra effort trom employees; men and 
women without goals or faith they can 
attain these goals seldom make good 
employees. Usually such a situation 
exists solely because the firm has failed 
to point up consistently such opportuni 
ties for advancement. 

Does she feel her supervisors know 
what they are doing? Answers to this 
question can sometimes reveal a super 
visor who has become careless. They 
should also be viewed as giving us a 
picture of how the men and women 
in each department feel about the 
immediate supervisor. Sometimes the 
supervisor has merely failed to impress 
on the staff that he does know his job. 

Has she confidence in the security 
of her job? When we have to work 
under constant fear of not having a 
job next weck or next month we can 
never put forth our best effort. Where 
our survey reveals the existence of such 
a Situation, even among a very low 
percentage of the total number of 
employees, consideration should be 
given to beginning an educational pro 


gram to change this attitude. 
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Does she feel that promotions are 


fairly handled? Again even a small 


negative response calls tor immedi 


ate action on the part ol management. 


Whenever or 


exists within our Organization we can 


wherever such a teeling 


be sure that something is wrong and 


it usually turns out to be a failure on 


the part of management to explain 
properly to its employees the general 
basis on which promotions are made, 
and of supervisors to explain why each 
individual promotion has been made. 

Is it easy for her to get information? 
Here is another important factor in 
today’s complex civilization that bears 
watching in any office set up. There 
should be a definite system for dissem 
and we 


that it 


inating such information 


should always be certain 
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NEW SHREDMASTER 


Portable shredding machine designed 
especially for office use, the size 
and weight of a business typewriter! 


— 
zee *. 
- 


e . 
4 your JOENTIAL 
+ PAPER 

. 


The only office paper? 
shredding machine 
destroys confidential 
pers quietly and cleanly 


Greater capacity, speed r) A 
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thicknesses, tickets, cards, 


coupons and labels. Any- F R E E e 
one can operate the ‘ bed 
Bantam 10. Safety throat Illustrated descrip- 


assures protection. Priced tive folder in- 
well within the budget of cludes 10 day free 


all businesses, large or trial details. Write 
small. “BANTAM 10” on 
your letterhead or 

Ask for brochure D postcard, and mail 


today to 
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reaches down to the lowest employee 
on the table of organization. Two 
often such information systems are set 
up and never implemented; no plan 
for bringing them in to each individual 
worker and telling him how to use 
it is developed. 


Are 


Sometimes we can lay down so many 


there too many office rules? 


rules and regulations for procedure 
that employees are confused more than 
they are helped. In nearly every case 
executives are the last to become aware 
1 his 1s 


that such a condition exists. 


an excellent include in 


point to any 

such check list we may develop 
Does she feel she should be given 
more credit or recognition for what 
she does? Such a question is very 
valuable in any survey to determine 


how employees feel about their work 
and the company. Such credit or re 
cognition 1s too often overlooked: when 
this happens incentive is discouraged. 
Usually a answer will 


negative point 


up a situation where supervisors are 
ignoring this human need, or failing 
to pass such recognition upward to 


top manapement, 


Is assignment appropriate? 


Is she 


she pr ers’ 


working in the department 
If it is at all possible to 


do so, this should be made a direct 


question to each individual worker 


rather than done on an anonymous 


basis. Locating such individuals may 
mean that we find within our own or 


ganization very Vv iluable personne] lor 


opening in other departments where 
we have been searching for “the right 
person” to fill the post. It will pay 


any ofhice executive to run such a 


survey inde yx ndently ol other que stions, 


ll for information as to where the 


would prefer to work, and 


create a 


employee 


ossibly even training pro 


individual capable 
of handling a job in that department 
Does she feel top executives are in 


terested in her and her job? It 3 


mighty easy for any company em 
ployee staff to get the idea that top 
executives care Iptthk about them as 
individuals: the lack of daily contact 


7” 
POssttic even 


tact. In 


make such a vie wpoint 


though it has no basis in 


variably the survey will point up the 


If this at 


tT 
! 
growth of such a situation 
titude is revealed, it calls for 


ot a policy of closer 


adoption 
contact between 
the top executives of the firm and em 
ployees on a continuing basis (not just 
week or two after the 


for a survey). 


Does the firm keep her well enough 


Use Readers 


Inquiry Coupon on Last Page 43 


informed about what it ts doing? Fully 


} 
informed employees can not only do 


| | | 
their jobs better but are able to build 


much good will tor the company among 


their friends and acquaintances W here 


a company house organ exists the an 


swers to this question are usually posi 
W here 


Zine or NOW spaper has 


tive cost of a printed hapa 


been deemed 


tow high by the administrator in a 


small office he can well consider week 


ly production of a mimeographed bul 


letin of information tor employees 


Is she satished with hours and 


schedules? <A 
satisfaction is always to be expected 
When the 


plies approaches or exceeds the 


normal amount ot dis 


percentage ol negative fe 


fifty 


percent mark it will pay management 


to give a close study to work schedules 
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wasted time, Just press on, then type on! It's easy 
to use — fast and clean! 
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with a finger touch NO realigning 


\ zs 
) ay 4 


x 


The boss will like it too...for it saves 
him time and money. 

Ask for Avery Correction Tape today — 

at your dealer, or from wut regular office 
supply salesman — you'll like it! 


AVERY ADHESIVE LABEL CORP. Div. 151 
117 Liberty St., New York 6 © 608 So. Dearborn St., 
Chicago 5 « 1616 So. California Ave., Monrovia, California 
Avery Adhesive Label Corp. (Canada) Ltd., 207 Queen's 
Quay, Toronto 1 © Offices in Other Principal Cities 


Please send samples of Avery adhesive Correction Tape 
my name 
company 


address 


x 
=- 
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Catalogs, Booklets, Brochures 


for the office 


Carbon Paper and Typewriter Ribbons 

The Buckeye Ribbon & Carbon Co., 7209 St. Clair Ave., 
Cleveland 3. Booklet, Buckeye Secrets of Superiority, on 
carbon papers (including hectograph carbon), typewriter 
ribbons, etc., with information on their manufacture. (1) 


Mechanized Card Filing 

Electrofile, Division of Johnson Fare 
tox Co., 4619 N. Ravenswood Ave., 
Illustrated folder, Elec 
trofile Automatic Degree-Day System, 


Chicago 40. 


describing uses of push-button card 


filing to simplify office procedures and 


reduce costs in offices of fuel oil dis 


tributors. (2) 


Filmotype Equipment 

Filmotype, 60 W. Superior St., Chicago 10. The Filmo 
type Pays-For-Itself Plan, four-page booklet describing Filmo 
type photo<omposition equipment. (3) 


Motor Freight Routing Guide 

Spector Motor Service, Inc., 3100 S. Wolcott Ave., Chi 
cago 8. Routing Guide, providing information on Spector's 
motor freight transportation service. (4) 


(To page 86) 


t TYPING that looks 
NOW! like PRINTING— 
at a fraction of the cost! 


Inexpensive 
Typewriter 
Composition That 
Looks Like 
Expensive Typeset 
Printed Matter 


Your “copy” CAN Look Like This Your “copy” Now Looks Like This 


New ~ your typewriter is more useful Now + your typewriter is more useful 
than ever Anything that is now set than ever. Anything that is now set 

up in type can be well reproduced with 
typewriter corposition, and JUSTIFIED 
so that regular type -set printing is 


up in type can be well reproduced with 
typewriter composition, and JUSTIFIED 
#0 that regular type-sct printing is 

simulated. Regerdiess of the process simulated. Regardless of the process 
4 reproduction Whether tor « daily 
newspaper, an elaborate brochure, or 


of reproduction -- whether for « daily 
’ an elabor 


« simple offset, mime 


hed bulletin, the Marginato 
sition at greater now offers you compo 
possible. The savings than ever before p 
jumes shown are IDENTICAL twe« umne shown are ID 
or line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin 


line for line. Compare them and see 
how perfectly the MARGINATOR evens 
up the right-hand margin 


Write jor Free Ilustrated Folder 


MARGINATOR COMPANY 


1121 West Magnolia Ave. Burbank, California 
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capacity 


Je'y (REIGR VALET 


Office Valet Wardrobe Racks keep employ 
ees’ wraps spaced apart, aired, dry and “in 
press.” They end locker room evils end 
crushing of damp clothing in dark lockers 
and the accumulation of locker debris. They 
encourage health, discourage theft, bulld 
morale and save floor space. Valet units snap- 
lock together to fit any available space or to 
give any desired capacity. Accommodate 3 
employees per running foot with a coat 
hanger, hat space, umbrella stand and over 


] Numbering Machine 
() Jobs go Faster. 


Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your deoler or let us 
send ovr catalog “How to Select a 


0. $4 Numbering Machine.” 
Write for shoe shelf. Strongly built of welded furniture Non-tipping 


Bulletin steel. Beautifully finished in baked enamel. costume, Spocity PORES for the M . 
Ov .é! Capacity 6 


VOGEL-PETERSON CO. WM. A. FORCE 


‘ oywhane 
1121 W. 37th St. + Chicago 9, Ili. a Pe nuéeus. ae 


What can 
automation 
mean OFFICE WORK and AUTOMATION 

in your 
office? 


By HOWARD S. LEVIN 
Consultant 
Fhasco Services, Inc 


double-deck pol- 
ished aluminum mail 
cart by Chesley lets 
your mail depart- Sasaeie aie wouili, aiidhd this Ueiak <odaais dioehaeee 
coming mail for 
quick, ‘error-free de- 
livery. Lower basket 
for out-going mail. 


I SrorMATION handling " the 


central there asoths 


umd 


unling principle 


JOHN WILEY & SONS, Inc. OM. ss 
| | 440 Fourth Ave., New York 16, N. Y. | 
Please send e OFFICE WORK AND | 
ALT’ TOOMATIOIN ¢ { { x ine 

[ON APPROVAI | 


CHESLEY INDUSTRIES INC. 


24777 TELEGRAPH ROAD 
DETROIT, MICHIGAN 


Clip coupon for a 
ten-day trial copy. 
Dept. H 
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SORTKWIK 


FINGERTIP 
PREPARATION List onty 504 


TO HANDLE “PAPERS FASTER! 


Made of highest quality cosmetic ingredients. Cannot irritate 

skin. Order a supply from your stationer TODAY! Or send 

for one full-size trial container on your business letterhead. 
Write for FULL information 


Lee PRODUCTS CO. 
2736 Lyndele Ave. Se . Minneapolis 8, Minn 


Microfilming 


to Microfilm, on Burroughs Micro-Twin equipment. (5) 


Kardex Case History 
Remington Rand Div., 


Sperry Rand Corp., 315 Fourth 
Ave., New York 10. Folder CH-1000, a case history on the 
use of Kardex sales records by The Tabasco Co. (6) 


Automatic Telephones 

Automatic Electric Sales Corp., 1033 
W. Van Buren St., Chicago 7. Book 
let, 10 Ways to Cut Costs with Inside 
Telephones, on P-A-X Business Tele 
phone Systems. (7) 


10 ways to cut costs 


Carbon Ribbons 


SILENT SENTRY 
SWING-ACTION 


TYPEWRITER 
MOUNT 


Mounts and Silences 
ANY TYPEWRITER 


© Finger tip swing action ® Stand- 
ardizes typewriter fastening © Elim- 


A , . Model M 
inates noise and vibration @ Rapid for Standard 
interchange © Theft-proof @ Econ- Typewriters 
omical © Sanitary @ Lasts a lifetime $7.50 Retail 
Send for Literature Model E 


For Electrics 


BUSINESS MACHINE PRODUCTS, INC. 
8 Engle St., Englewood, N. J. 


$12.50 Retail 


Rochester Ribbon & Carbon Co., Inc., 
Rochester 3. N. . 


20 Greenleat St., 
The Story of Carbon Ribbons, a tour- 
page folder describing the origin, nature, and use of carbon 


| ribbons and carbon ribbon attachments, with pictures of 
carbon ribbon typewriters. (8) 


Automatic Doors 

| Robot Appliances, Inc., 7041 Orchard, Dearborn, Mich. 
Folder on the Robot Operator for the automatic operation 
ol swinging doors. (9) 


Davidson Duplicator Attachments 
Davidson Corp., 29 Ryerson St., Brooklyn 5, N. Y. A 20 
page booklet, illustrated, covering attachments tor the David 


son Dual-Lith. (10) 


GENUINE ENGRAVED 
EW grieADS 
DIES ano PROOFS Fes oo 

1000 


Gonwire BUSINESS CARDS 
500 $11 e 1000 $15 QL aia 
BUSINESS ANNOUNCEMENTS 500 ONLY $28 “MGULASLBY 
CLIP YOUR LETTERHEAD 10 THIS AD... 
MAIL FOR FREE PROOF 


Radiant Heating 


surgess-Manning Co., Architectural Products Div., 5970 
Northwest Highway, ¢ ‘hick. Illustrated brochure, Bulletin 
No. A-138, on the Burgess-Manning Radiant Ceiling for 
| heating and cooling. (11) 


Offset Duplicating 

\. B. Dick Co., 5700 W. Touhy Ave., Chicago. Offset 
Duplicating Gets the Green Light, on the principles and 
uses of the offset duplicating process, with information on 


the new A. B. Dick Model 350. (12) 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 


THE INCOME TAX MAN 


will let you deduct the cost of busi- 
ness travel—but only if you have 
definite, itemized records to show him. 


BEACH'S 
“Common Sense" 
EXPENSE BOOKS 


are best because you jot down the 
expense as it is incurred rather than 
later when a lot of it is forgotten. 


Buy them from your stationer or 
write directly to ua. 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 


For further information, use Reader Inquiry Card on 
page 90. 


Security 


MAIL BAGS... 


MAIL CHORES 


mae oe 


CAN- PROG, nunc 


For More Information From Advertisers 


Use Readers’ Inquiry Coupon on Last Page 
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Burroughs Corp., Detroit 32. Folder, /f You Really Want 
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“1 do laborless filing, in 
half the time-with 
CORRES-FILE 


..-! love it!” 


For speedy renewal of your present Apsco pencil 
sharpeners ‘ 
CORRES-FILE increases efficiency — saves For silent pencil ihe arpener operation 


time (50%) and money—improves employee APSCO’'s complete cutter head assemblies “with 


morale, by taking the file clerk out of the nylon pinion gears that reduce noise factor almost 
’ 100%—need no lubrication—assure longer cutter 


laboring class! life 


gques TIME, LABOR and Bite, et fm the producer of peel 
up to 40% in SPACE! 


—America’s Choice! 
Effective Tools for Effective Management 


) 4 ‘ 
Cnuvied Chowte, { 
WASSELL ORGANIZATION, INC. Westport, Conn. Apsco products inc. 


LOS ANGELES, CAL., ROCKFORD, ILL., TORONTO, CAN 


STEN-C-LABL USERS 
and 


STen ne 1 


-— 


Multiple 
shipments addressed 
by teletype with 


STEN-C-LABLs 


7 7 Trade Mark Registered 
—_ _— er at aif ; fal ; Addressing multiple shipments in the Williams 
~ ae Hardware warchouse in’ Minneapolis is done by 


a teletype operator in an office ten male 


PLYMOUTH RUBBER BANDS (fi inci 


oices in ‘the general office, shipping copies and 


OUTSTRETCH » OUTLAST  OUTSELL... ALL OTHERS eels We aes os ey ae 


in the warehous« 


With the Siren-c-LaBL applicator, unlimited 
impressions are then made direct to PANL-LAMI 


@ Bands for Every Purpose ‘ on carton or to gummed label Addressing 


errors, mis-shipments are eliminated 


; ; Find out hou our shipping costs can be reduced 
eWe ll Make Them for by the use Of STEN-C-LAMI in your operation 
Your Special Needs FREE brochure available on request Write Dept OMS 
ae 7 
' AVAILABLE AT YOUR REGULAR ial e e 
i 2 AUP th Standard Band; Made to Feder Specifeation . INC. 


m ver opnrany, barbs 2265 UNIVERSITY AVENUE © ST. PAUL 14, MINNESOTA 
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Brand New Erasers... 


In Tune with 


Today’s Business! 


These new Weldon Roberts 
Erasers achieve neater, faster 
erasing of writing from to- 
day's electrically and manu- 
ally-operated typewriters and 


if fic e 


machines and 


employees. 


Ask your stationer 
for demonstration NOW! 


No. 318 GRAYPOINT., 
Paper-wrapped quality 
gray eraser for ink and 
typing. For typists, office 
workers, draftsmen, 


accountants, 


PEN-PENCIL 
«ae ; 


from 
ball point pens and pencils. 
They save overhead substan- 
tially by speeding and sim- 
plifying the work of office 


o 


B wr 
Walldon Robeilh Enanan 


No. 38 MADE IN USA 


a 


No. “8 GREEN 
GLOW. Paper- 
wrapped soft green 
eraser for a wide 
variety of pencil 
and cleaning work. 
For office, drafting 
and school use. 


No. 38 BALL 
POINT CLEAN. 
LY ERASES 
ALL WRITING 
OF BALL 
POINT PENS 
AND PENCILS. 


Handy elliptic 
eraser of special 
texture, Attrac- 


tive green color. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue, Newark 7, N. J. 


World's Foremost 


or, ee aes oe 


Fraser 


More 


Spectalists 


SOO LT Oe 


Information From Advertisers 


Use Readers’ 


ADVERTISERS’ INDEX 


Acco Products, Inc 45 
tuency—La Porte & Austin, Inc 
Ace Fastener Corp 
Agency — The Vanden Co., Ine 
Addo Machine Co., Inc 
Agency The F. W. Pralle Co 
Aetna Steel Products Corp., 
Arnot-Jamestown Div 15 
Agency Alfred J. Silberstein 
Bert Goldsmith, Inc 
Aigner Co., G. J 82 
tyency—The McNulty Adv. Agency 
Airkerm, Inc 73 
iyency itherton & Currier, Inc 
Allen Wepeinese Machines, Inc., 
R. 51 
oe Wesley Aves & Associates 
in 
All-Steel Equipment Inc 22 
iyency—l.. R. Hollingsworth & 
Asso 
American Institute of Account- 
ante 77 
American Lithofold Corp 79 
tgency— Burlingame Grossman Adt 
American Telephone & Tele- 
graph Co 
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Apsco Products, Inc 87 
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Beach Publishing Co 
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Business Machine Products, Inc. 86 
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gency Ramsthal Advertising Agency 
Chesley Industries, Inc 85 
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tgency Hutchins Advertising C« 
Ine 
Convoy, Inc 79 
Agency Rex Farrall, Ine 


Cramer Posture Chair Co., Inc 76 
teency-;D. L. Goldsberry & C 


Dennison Mfg. Co 


igency Batien, Barton, Durstine 


Osborn, Ine 
Dependable won. Co 
gency s00dsell Adv. Agency 
Dewberry Ene aving Co 86 
Diebold, Ine 53 
igency Penn & Hamaker Ads 


Du Pont de Nemours & Co., Inc., 
E. 1., Fabric Div 3rd Cover 
\gency— Batten, Barton, Durstine 
Osborn, Ine 


Eastman Kodak Co. (Business 


Photo Methods Div., Veri- 
oon 16, 17 
Walter Thompson Co 
Eibe File a Binder Co., Inc 68 
leency Kenneth 1 N athanson 
1 é 
Esleeck Mfg. Co 72 
Esterbrook Pen Co., The 56 
tgency— The Atthin Kynett Ce 
Poheeigstet Pencil Co., Inc., 
Ww 83 
gency —J. M. Kesslinger & Assoc 
Faber Pencil Co., Eberhard 45 
leone inderson & Cairns, Inc 
Felt & Tarrant Mfg. Co. (Comp- 
tometer Div. b 
igency -N. W. Ayer & Son, Ine 
Felt & Tarrant Mfg. Co. (Dictat- 
ing Div. 61 
gency Tim Morrow Ads ~ 
Force & Co., Ine., Wm. -. 85 
i gency Philip 1. Re 
GR Products, Ine 74 
igency orman- Navan, Inc 
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Globe-Wernicke Co 72 
igency Strauchen & McKim Adi 
Graphic Systems 


igency— Diener & Dorskind, Inc 
Haloid Co., The 12 

Agency —Hutchins Adv. Co., Ine 
Hano Co., Inc., Philip 

Agency Gibney & Barreca Adt 


International Business Machines 
orp 2nd Cover 


tgency— Benton & Bowles, Inc 
Journal of Accountancy, The 77 
Lee Products Co 86 
igency Wm. L. Baxter C« 


Leopold Co., The 
igency—N. A. Winter Adv. Agency 
Macey-Fowler, Inc 4 

igency -Givaudan Adt 
Management Control C oe Co. 76 

igency-Kencliffe, Breslich & Co 
Marginator Co 84 
McBee Co., The 7 

Agency. J. La Roche & Co., Im 
Moore Business Forms, Inc 10, 11 

Agency —N. W. Ayer & Son, Inc 
Morval Corp 

Agency Moser & Cotins, Inc 


National Business Show 75 
igency—Robert (onahay, Inc 
National Cash Register Co., The 13 
igency - McC ann Erickson, Inc 
Neenah Paper Co 
Agency —Burnet-Kuhn Adv. Co 
Neva-Clog Products, Inc 39 
Agency Wilson, Haight, Wadch & 
Grover, In 


Office Management 46, 80 
Old Town Corp 57 
Agency Charles W. Hoyt Co., Ine 
Oxzalid Div. of General Aniline > 

Film Corp 
igency—Benton & Bowles, Inc 


Pearl Co., L.A 89 
Peirce Dictation Systems, Inc 78 
igency The Gerstel Agency, Inc 

Pitney-Bowes, Inc 
Agency 1 McGivena & Co., Ine 
Plymouth Rubber Co., Inc 87 


Agency Gabriel Stern, Inc 


Remington Rand Div. of Sperry 
Rand Corp 63 
gency Leeford Advertusing Agency 
Ine 
Reynolds & Reynolds Co., The 69 
Agency —Weber, Gager & Kalat, In 
Roberts Rubber Co., Weldon 
igency—La Porte & Austin, Inc 
ayy Be “por Co 67 
1x Young & Rubicam, Inc 
Rudd- ‘Melikian, Inc 


igency Gray & Rogers 


Security Steel Equipment Corp. 71 
Agency Kenyon & Baker C« 


Shaw-Walker Co 44 
Agency —J. Walter Thompson Co 
Sheatenester Corp., The 83 
y—-C ayton, Inc 
Sight ‘Light Div., M. G. Wheeler 
‘o., Ine 
igency— Niklas & Hayes 
Smead Mfg. Co., Inc., The 18 
Smith, Inc., Charles C BO 


leency iyres, Swanson & Asso 
I ne 
Standard Furniture Co 19 
igency Moser & Cotins, Im 
Sten-C-Labl, Inc a7 
igency—Wm. L. Baxter Ad 
Tiffany Stand Co 81 


gency —Padeo Adv. Ce 


Underwood Corp 
\gency — Brooke 
Dorrance, Ine 


4th Cover 


Smith, French & 


Victor Adding Machine Co 59 
ieency John W. Shaw Adv., Ine 
Visi-Shelf File, Inc 61 


tgency— Ritter, Sanford & Price, In 
Vogel-Peterson Co 


leency— Re Liewilyn Ad 
Wassell Organization, Inc 87 
igency—-James R. Flanagan Ad 
igency 
Wheeler Co., Inc., M. G., Sight 
Light Div 
lgency Nikla Hayes ‘ 
Wiley & Sons, Inc., John a5 
tgency~ Waterston & Frisch, Inc 
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CLASSIFIED ADVERTISING 


Rates are 5c a word. Minimum charge $3.00. Payable in ad- 
vance. Address replies to all Box Number ads c/o OFFICE 
MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy 


WANTED -ALL TYPE OFFICE 
Karde x, P 


Fan ture 
St New 
a 2 VISIBLE RECORD CABINETS Use 7* x 11° 


rite us for photograph, price ur 
Parts ¢ 0 Market St., Chattar 


Business Opportunities and Services 


ELECTRONIK COMPS Leas J ure invading the ofhee 
: roble t w tree informatior 
*‘rorramming For Business Compt 


HAVING COLLES TION PROU BLES Our payment producit 
ection ids bring cast n ‘ ; assortment Free—if reqae 


company letterhead ‘ 1 s, Box 153, Green Ba W isco 


Positions Wanted 


FINANCE SUPERVISOR for publishing rt 
ears public accounting experience, 28 year age 
improvement personne! ‘ 00.00 per annum OM 


COMPTROLLER EXECUTIVE ACCOUNTANT CP 
xtensive taxation background, 4 marned (iver 5 

taxation, public-private accounting nd managen 

responsible presitiot ffering mutually advantage 

haber ween oe RES MAN, mature 

Ex nee Methods Analyst 

mane in systems de and installed ine 


Presently employed ened 


SALES EXECUTIVE \ well season 
cause of management ange Has 
thw mrganizatic 1 

narketing 


USE INQUIRY COUPON 
NEXT PAGE 


WILL BUY FOR CASH 


USED BILLING 5 BOOKKEEPING MACHINES 


BURROUGHS ode! o—, 7800, M-215, M-222, M-235, M-806 
BURROUGHS —SENSiMATICS ‘ad’ — F300, F400 
NATIONAL CASH REGISTERS 1900, 6000 Class 
N.C.R. PROOF & ANALYSIS #72010 iin 20417 (iis) ‘22115 (145), 


CR. 3000 Class £30612 (124-2) 18 $340,000 & 
INSTALLMENT POSTING $A2206 (64UP), A2207 (642) (62!) ($30) 
N.C.R. 3100 Class $3|—10—10 (18) 20° £4, 700.000 & over 
SUN DSTRAND £28409! £600 000 & over 
REMINGTONS : £685 £Y175,000 & over 
BRANDT COIN MACHINES—Mode! , £60, 61, 100, 101, 150, 200, 201 
KARDEX CABINETS Size 5x8 only 
Advise Complete Model & Serial Numbers 
for Our Quotations 


L. A. PEARL COMPANY 
Dept. 3M, 140 West 42nd Street New York 36, N. Y. 
BRyant 9-1459 Wisconsin 7-1220-1-2 
DEALERS IN USED ACCOUNTING MACHINES 
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New Bassick “Diamond-Arrow” Casters 
Will Prevent This! 


“How are the mighty fallen,” a rhetorical question 
in Biblical times, sometimes becomes a painfully real 
question today. Painful for the unseated executive 
above—and embarrassing for the office manager. 


Just one of the reasons to put Bassick casters on all 
your office chairs and equipment. They give the easy 
action that ends the need for irritating pushing and 
pulling. 

Other reasons for Bassick glides and casters in an 
office, of course, are the quietness with which they 
move and the way they protect expensive floor finishes 
and carpets. And once you've got sturdy, well con- 
structed Bassicks installed, you can forget about them. 


Ask your office appliance dealer for Bassick casters. 


The Bassick Company, 
Bridgeport 2, Conn. Jn 
Canada; Belleville, Ont 


BASSICK CHAIR CONTROLS are an 
other office favorite. The exclusive 
Flo-Tilt control above is a rubber 
torsion unit that can’t squeak, pro 
vides the smoothest, safest tilting 
action ever. See your dealer about 
chairs with Flo-Tilt or conven 
tional Bassick tilt controls 
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INQUIRY SERVICE 


For Subscribers to OFFICE MANAGEMENT 


GET MORE 


= —__ INFORMATION 


On New Products 


Obtain New Catalogs 


Ney . 
a 


and Helpful 
Literature 


OF FICE MANAGEMENT 
212 Fifth Avenue, New York 10, N. Y. 


This service is provided for the con- 
venience of Office Management Execu- 
tives in obtaining complete inform- 
tion on the products advertised in 
this issue. Advertisements are identi- 
fied by their respective page numbers. 
Fractional page advertisements are 
further identified by the initials of 
the acivertiser 


Simply circle the 
respective numbers 
in coupon below 


Just circle the numbers on which you 
want further information; fill in your 
name and address below, tear out and 
mail to Office Management. Our office 
will forward your inquiries promptly 
to the companies concerned. 


SEND OFF THIS BLANK... FOR PROMPT SERVICE 


Please forward to the respective companies, our request for 


further 


information on the items we have circled below. 


There is no obligation to us for this. We understand this is 
a service to us as a subscriber. 


90 


Number of Office Employees (all departments) 
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“Du Pont presents 


a new high style in breathable 
vinyl upholstery comfort 


there’s no vinyl upholstery like 
DUPONT £2724 “FABRILITE”’ : 
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Underwood Sundstrand gives you complete 
high-speed, low-cost accounting on one machine! 


Here's a low cost ma hine that handles all your accounting 
L nderwood und ine ‘ » its lO-key touch operated key 
board, « ‘vo urate, up-to-the-minute accounting control 
sso many functions automatically! 
yout bu ness, | nde rwood undstrand wi 
put an end to costly errors doa 

nd lower accounting costs. Result: real 

me and mone bor full information, call your 
Underwood Othce or write Underwood Corporation, 


ark Avenue, New York 16, N.Y 


See Underwood's complete 
line of business machines 
in action at the 
NOMA Convention in 
Philadelphia, May 21-24. 
Booths 557-569 and 656-668 


greater accur 


UNDERWOOD CORPORATION 


ONE PARK AVENUE, NEW 
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